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Memorandum to Field Officers and Field Assistants with respect to 
the Administration of the Tobacco Marketing Quota Provisions of the 
Agricultural Adjustment Act of 1938. 

(Flue-dured Tobacco) 


Prior to the opening of the flue-cured tobacco auction markets 
the Field Officer in charge of a market belt will meet with the Field 
Assistants for that belt for the purpose of outlining the work and 
giving instructions with respect to the checking of tobacco sales with 
marketing quotas and work related thereto. At that time each Field 
Assistant will be assigned to a particular market and will have de- 
livered to him the necessary forms and supplies. 


On each market where two or more Field Assistants are assigned, 
one will be designated as in charge of that market. The person so 
designated will be expected to do the same. type of work as the other 


, men except that he may have some additional duties in which he will 
‘be instructed by the Field Officer. 


Field Assistants will perform important functions having to do 
with the determination and collection of penalties on tobacco sales. 
Therefore, it is very necessary that their work be done honestly, 
accurately and rapidly enough that the settlements of warehousemen 
with growers will not be delayed. If any Field Assistant is inaccurate, 
careless, or fails to follow instructions, or if his conduct is such 
as to make him unsuitable for the job, we will have no alternative 
but to promptly replace hin. 


The "Regulations pertaining to flue-cured tobacco marketing 
quotas --" should be carefully studied by all Field Officers and Field 
Assistants and used as the guide for this work. This memorandum has 
been prepared to cover more details, but whenever in doubt about any 
point concerning the program refer to the Regulations and follow them 
literally. 


PART I -- FORMS 
Following is a list of the forms to be used in connection with 


this work and a brief statement as to the distribution of each after 
it has been prepared: 


-o- 
A. Forms Prepared in the County Office 


Form 38-Tobacco 12, "Notice of Farm Marketing Quota for Flue-cured 
Tobacco." 


County Offices only. 
Form 38-Tobacco 13, "Operators Receipt for Marketing Card." 

County Offices only. 
Form 38-fobacco 14, "1938-1939 Marketing Card". (Flue-cured Tobacco) 

County offices will issue all marketing cards end will fill out 
the front page thereof and will enter on the inside, at the top of 
column 1, the number of pounds of quota which should be the same as 
the quota written in words on the front of the card. (Entries to be 
made on the card by Field Assistants are explained in Part II hereof. ) 

B. Forms Prepared by Field Assistants 


Form 38-Tobacco 15, "Record of Quota Transfer." 


To be prepared and distributed as indicated by the footnote on 
the form. 


Form 38-Tobacco 16, "Receipt for Memoranda of Sale Forms." 


To be prepared and distributed as indicated by footnote on the 
forn. 


Form 38-Tobacco 17, "Memorandum of Warehouse Sale." 


To be prepared in triplicate as bound in the book. The white 
copies (17) to be detached end delivered to the warehousemen. The thin 
sheets (17a) to remain in the book. The green copies (17b) to be de- 
tached and mailed to the Comptroller, Agricultural Adjustment Adminis- 


tration, Washington, D. C., supporting the "Daily Report of Producers! 
Sales!, (19). 


Form 38-Tobacco 18, "Memorandum of Non-warchouse Sale." 


Same. as for Form 38-Tobacco 17, except that buyer and producer 
sign the certificate if the sale is subject to penalty. 


Form 38-Tobacco 19, "Daily Report of Producers! Sales." 


This report will show the totals of figures on memoranda of 
auction sale (17) for ench werehouse each sale day. It will also be 
used by Field Assistants to report the memoranda of sale other than 
auction (18) that were issued to dealers. 


ah 


When this report is a summary of warehouse sales, the white 
copy (19) will be given to the warehouseman. When it is a report on 
non-warehouse sales, the white copy is not used. In all cases the 
duplicate (192) will be signed by each Field Assistant participating 
in the report and mailed to the Comptroller, Agricultural Adjustment 
Administration, Washington, D. C., along with forms 17> or 18b covered 
by this report. The triplicate (19b) will be retained by Fiold As- 
sistant in charge of market. 


. 


C. Forms Prepared by Producers 
Form 38-Tobacco 23, "Authorization for Transfer." 


A supply of this form should be in the hands of Field Assist- 
ents to give to warehousemen and producers in cases where producers 
wish to transfer part or all of their quota. If the transfer is made 
directly from one producer to another the original will be delivered 
to the Field Assistant. In case a transfer is to be made through a 
warehouseman, as agent for the producer, the original will be delivered 
to the warehouseman. In either case the duplicate should be retained 
by the producer authorizing the transfer. 


Form 38-Tobacco 25, "Certificate of Exemption." 


A supply of this form should be kept by Field Assistants for 
delivery to persons who have a legal right to claim exemption from 
penalty as provided in the Regulations. Any person executing this 
form and desiring to retain a copy of the form may execute it in dup- 
licate. The original, when properly executed, shall be delivered to 
the Field Assistant at the warchouse where the tobacco described has 
been sold and should be attached by him to the duplicate copy of the 
Memorandum of Sale for this particular tobacco. 


Form 38-Tobacco 27, "Request for Sale Subject to Penalty." 


A supply of this form should be kept by Field Assistants for 
delivery to producers who request that a sale of tobacco be subject 
to penalty before they have used all their quota. When executed, the 
form shall be delivered to the Field Assistent on the market where 
said tobacco is sold and should be attached to the duplicate Memorandum 
of Sale for such tobacco. 


D. Forms to be Prepared by Warehousemen or Derlers 
Form 38-Tobacco 20, "Daily Report of Suspensions." 


This form to be furnished warehousemen by the Field Assistants. 
Hach warehouseman to make this report daily in duplicate, the reports 
to be checkea by Field Assistants and signed by them after having been 
signed by warehousemen. The original to be mailed by warehouseman to 
the Comptroller, Agricultural Adjustment Administration, Washington, 
D. ©., and the duplicate retained by warchouseman.. 


Paps gy 
Form 38-Tobacco 21, "Deily Auction Warchouse Report.! 


This form to be furnished warehousemen by Field Assistants and 
to be prepared daily in duplicate by warehousemen. The original to be 
mailed by warehousemen to the Comptroller, Agricultural Adjustment Ad- 
ministration, Washington, D. C., and the duplicate retained. 


form 38-Tobacco 22, "Dealers Report of Purchases and Resales." 


This form should be distributed to dealers by the Field Officers 
and Field Assistants. This form is to be made out in duplicate by deal- 
ers for each day's transactions, the originnl to be mailed by the dealer 
to the Comptroller, Agricultural Adjustment Administration, Washington, 
D. C., with penalty remittance, and the duplicate retained. 


Form 38-Tobacco 24, "Warehouseman's Record of Transfers." 


Field Assistants shall furnish warehousemen with a supply of this 
form as needed. Hach Field Assistant shall keep a record of the serial 
number of each book of this form supplied each warehouseman. 


Form 38-Tobacco 26, "Warehouseman's Transfer Agency Agreement." 


Two copies of this form will be mailed to each warehouseman be- 
fore the opening of the markets. Any warehouseman who wishes to act as 
agent for producers in arranging transfer of quotas may execute both 
copies of this agreement end mail them to the Tobacco Section, Agricul- 
tural Adjustment Administration, Washington, D. C. When approved, one 
copy of the agreement will be signed by the Chief of the Tobacco Section 
and returned to the warehouseman. 


Form 38-Tobacco 28, "Regulations." 


Copies of the Regulations will be mailed to warechousemen prior to 
the opening of the markets. They should also be available in the County 
Agents' offices and a number of copies should be kept on hand by Field 
Assistants. 


PART II -- PROCEDURE 


While, as previously stated, the Regulations are the guide to 
this work, the following outline of procedure to be followed by Field 
Assistants is designed to cover more details with respect to the pro- 
cedure and the use of the forms heretofore listed. 


A. Serially Numbered Forms to be Accounted For 


The Memorandum of Sale forms (17 and 18) are serially numbered 
and each memorandum must be accounted for, either (1) as issued, (2) 
as voided, or (3) as transferred. Therefore, when books of these forms 
are issued to Field Assistants they will sign a receipt in triplicate, 
Form 38-Tobacco 16, copies of which will be distributed as indicated 
by the footnote on the form. In case a Field Assistent has been issued 
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a book of these forms and does not use the entire book end transfers 
the unused portion of it to another Hae Assistant, the seme receipt 
should be prepared. 


Field Assistants will keep a record of the serial numbers of 
Form 38-Tobacco 24 issued to warehousemen. 


B. Marketing Card 


When a producer calls at the warehouse office for his check, he 
should present his marketing card and his sales bill to the Field Assist- 
ant who will issue a Memorandum of Sale before the warehousemen settles 
with the producer. If the. name on the sales bill is not the same as 
that on the marketing, ja Memorandum of Sale will not be issued. 

card 

If the total pounds sold are within the unused quota as shown on 
the marketing card, the entry of the amount of pounds covered by the 
sales bill will be made on the marketing card in column 1 after the © 
words "pounds sold". The amount of the pounds sold will then be de- 
ducted from the amount of "unused quota" and entered as the remaining 
"unused quota’. In a case where a producer has some unused quota, but 
not enough to cover a particular sale, and where the warehouseman re- 
fuses to make out two sales bills, one of quota and one for excess, the 
Field Assistant may issue one Memorandum of Sale to cover both quota 
and excess. In such case, the entry on the marketing cerd will be for 
an amount of pounds equal to the unused quota, which amount will be 
entered on the Memorandum of Sale as "Sale within quota" and the re- 
maining pounds, etc. entered as "Sale subject to penalty". In such 
cases the penalty is calculated on the lowest price baskets (or part 
baskets) the pounds of which equal the excess. 


The serial number of the Memorandum of Sale to be written for 
each sale within quota, and the date of sale will be entered on the 
marketing card in column 2 epposite the other entry to which applicable. 
Bxtreme care must be exercised in making entries on the-card both as 
to the figures entered and as to the deductions mado. Do not erase an 
incorrect entry that may have been made but line out and initial such 
error and make correct entry in the next proper space below. 


See Regulations, sections 406 to 410, with respect to invalid 
cards, lost cards, cards with insufficient space, etc. 


C. Memoranda of Warehouse Sales 


Field Assistants will enter on this form the date of sale, the 
name of farm operator and code and serial number as shown on the mar- 
keting card, and werehouse and tovm where sale was made. There will 
likely be a few instances in which producers selling tobacco subject 
to penalty will refuse to present their marketing card. In such in- 
stances, Field Assistants will write on the Memorandum of Sale on the 
line provided for "code and form serial number" the name of the county 
and State in which the tobacco was grown. 


The pounds and ‘dollars for:"sales! within quota! will be entered 
in the block so designated, the pounds being the same as entered on the 
marketing card. In cases of sales exempt from penalty which are not 
entered on the marketing card, the pounds:and dollars will be entered 
as "salos within quota", and. in the next block will be written the word 
"Exempt.'' Excess sales, that is "sales subject to penalty" will be en- 
terod in the block so designated, in which-will also be entered the 
amount of penalty, which shall be the greater of 3 cents per pound or 
50 percent of the gross sale price of the tobacco sold subject too 
penalty. 


Since all of these records of sales:1nd penalties must be kept 
separately by warchouses, Field Assistants should arrange to use the 
same memorandum of gale book for one warehouse until that book is com- 
pletcd,. ; 


After each Memorandum of Sale is written, the white copy. (17) 
will be detached from the book and passed on to the check writer at 
the warehouse with the producer's sales bill and marketing card. The 
green copies (17b) will be detached at the end of each day and mailed 
to the Comptroller, Agricultural Adjustment Administration, with daily 
reports as described hereinafter. Space is provided on the thin shects 
(17a) for carrying forward the total pounds and dollars from each page 
to the next page. Such totals should be carried forward currently, and 
Ficld Assistants must be sure that such totals for a warehouse for each 
day are correct. © pea oa 


D. Request For Sale Subject to Penalty 


Provision is nade whereby a producer may pay the penalty on a 
sale of tobacco although such sale is not in excess of his unused quota 
on the date of sale. In such case the producer may sign the request, 
Forn 38-Tobacco 27, covering the sale in question. If such is done, 
no entry covering-such sale shall be made on the narketing ecard. The 
memorandum of sale in such case shall be issued as covering a sale 
subject to penalty, and the penalty computed in the usual’ manner. if 
the producer decides to execute this request for sale subject to pon- 
alty covering only a part of a sale for which a single sales bill was 
prepared by the warchousenan, only that part of the sale on which the 
penalty is not to be paid shall be entered on the marketing card. A 
double entry will then be -ade on the memorandum of sale, entering 
that part which is "sale within quota" and that part which is "sale 
subject to penalty" in the proper spaces. The original of the request 
(Forn 38-Tobacco 27) will be attached by Ficld Assistants to the copy 
(17b or 18b) of the memorandun of sale. 


EH. Sales Exenpt from Penalty 


See Section 303 of the Regulations with respect to sales ex- 
enpt fron penalty. The certificate, Form 38-Tobacco 25, to be used 
in such cases nust be signed by the producer and also by a representa-— 
tive of the Experinent Station or the Tobacco By-product Manufacturer, 


i 


as the case nay be. Field Assistants Will be supplied with this forn 
for delivery to the interested parties in casés where exemption is 
Clained, . 


When executed by the proper parties, the forn Will be delivered 
to a Field Assistant at the warchouse where the tobacco is sold (or 
in case of non-warehouse sale to a Field Assistant at the nearest nar- 
net), and he will enter on it the serial number on the nenorandun of 
sale for said sale and also the code and serial nunber of the farn, 
This certificate will be attached by Ficld Assistant to the green copy 
of the “enorandun of Sale (17b or 18b) issued for such sale. 


F, Non Auction Sales, 


Producers! sales other. than on auction warehouse floors will be 
handled in - manner Sinilar to that for suction sales, except that the 
"Memoranda of Non Warchouse Sale", Form 38-Tobacco 18, will be issued. 
This forn is sinilar to "Menorandun of Warehouse Sale” (17), except 
that it provides for a certification to be executed by the buyer and 
producer in cases where such sale is subject to penalty. This certifi- 
cate is not required if the sale is vithin quota. However, the dealer's 
registration number nust be entered in all cases. 


The marketing card and sales bill must be presented to the Field 
Assistant in casos of sales other than at auction warehouses and entries 
on the marketing card as to pounds sold and as to serial nunber of tho 
menoranda of sale issucd for recording such sales (18) will be the sane 
a8 in cases of suction sales. 


The original of the nenorandum of sale (18) will be delivered 
to the buyer, the thin sheet (18a) will remain in the bock, and the 
éreen sheet (18b) will be mailed to the Comptroller, Agricultural 
Adjustnent Adninistration, Washington, D. C, along with daily report. 


In case cf such private sale that is subject to penalty, Field 
Assistant should refuse to write a Menorandun of Sale theretor if he 
has reasonabic érounds to believe that the producer and buyer are 
falsely Certifying to the sale price in order to reduce the anount of 
penalty. 


G. Daily Report of Producers Sales 


At the end of each sale aay, Field Assistmuits shall prepare 
the "Daily Report of Proéucors! Sales" (19) for cach warchouse at 
which they worked Curing that day and for eacn dealer purchasing 
tobacco other than at auction and for which they issued "Menoranda 
of Non Warehouse Sale (18). These reports are to be by warehouses 
and dealers for each sale Cay» 


With respect to warehouse sales, one Caily report (19) shall 
be prepared for ench warchouse sale, and if two or more Field Assist— 
ants worked at a warchouse during a day thoy shall enter their part 


Ber aye 


of the report for that warehouse separately. For example, if two 
men work at one warehouse during one sale day, the daily report for 
that warehouse should have two lines entered on it showing the first 
and last serial numbers of the nenoranda of sale issued by each Ficld 
Assistant and the total pounds and dollars, ns provided for in the 
form. The pounds and dollars entered on this forn by each Field 
Assistant will be the grand total of such figures for all of the 
nenoranda of sale issued at said warehouse on said day. If a Field 
Assistant issues nenoranda of sale at more than one warehouse during 
a sale day, he should enter the data specified above on the report 
for each of those warehouses for that day. 


Field Assistants need not attempt to combine their daily re- 
ports for sales cther than auction warehouse, but each Field Assist- 
ant, who issues Menorandum of Non warehouse Sale (18) should make a 
separate report with respect to each dealer for each day during which 
he issued this forn. 


The original of this Daily Report of Producers! Sales (19) 
with respect to a warchouse shall be given to the warehouseman and 
the duplicate and triplicate (19a and 19b) shall be signed by each 
Field Assistant on the line showing entry with respect to nenoranda 
of gale issued by hin. Field Assistants nay hold the duplicate (19a) 
for a few days (but not longer than the end of the week during which 
prepared) to give the warchousemen a chance to check the report with 
their records. The duplicate (19a) will then be nailed to the Corp- 
troller, Agricultural Adjustnent Administration, Washington, D. C. 
along with copics of the Memoranda of Sale (17) orMenoranda of Nore 
warchouse Sale (18) that cach report summarizes. The triplicate (19b) 
will be retained by the Field Assistant in charge of the market. 


In case crrors are nade in any daily report and discovered be~ 
fore the report is mailed, the correction will be nade on each copy 
and called to the attention of the warchousenan. If error is dis- 
covered after the report is mailed, a letter correcting the error 
should immediately be addressed to the Comptroller, Agricultural Ad- 
justnent Administration, Washington, D. C. 


When these Daily Reports are received at the office of the 
Comptroller, Agricultural Adjustment Adninistration, they will be 
checked against the copies of the Memorandum of Sale accompanying 
then, If errors are noted, Field Assistants will be advised of then. 
These copies of Menorandum of Sale will be nailed by the office of 
the Cormptroller, Agricultural Adjustment Administration, to the 
proper counties as shown by the code nunbers entered cn the forns. 

In order that these records nay not be sent to the wrong counties, 
it is important that the code and serial numbers be entered correctly 
on all Memoranda of Sale. 


H. Transfer of Quotas 


With respect to transfer of quotas, study carefully Article V, 
of the Regulations, Sections 501 to 516. 


~ Gem, 


4 producer desiring to transfer all.or.part of his narketing 
quota to another producer or to a warehousenan, as agent for arrang- 
ing the transfer for hin, will sign Forn.38-Tobacco:23, Authorization 
of Transfer. If such transfer is to be nade directly from one producer 
to another, the original of this executed form will be delivered to the 
Field Assistant who will retain it. Also the narketing cards for cach 
of the producers, the one from whom the transfer is to be made and the 
one to whon the transfer is to be made will be presented to the Field 
Assistant. The Ficld Assistant will then enter on the card fron which 
the transfer is to be made, the number of pounds transferred in column 
1 the sane as if said tobacco was sold, except the Field Assistant will 
line out the "pounds sold" and write in the word "transfer", In col- 
wan 2 of the card opposite the entry for the transferred pounds, 
enter the code and serial number shown on the card to which trans- 
fer is made. The Ficld Assistant will put his initials along side 
this code and serial number. The pounds transferred will be de- 
ducted fron the unused quota and the balance entered in the line 
below in the same manner as if the pounds transferred had been sold. 


On the card to which the transfer is made, the pounds trans- 
ferred will be entered in column 1 on a line for "pounds sold" and 
the words "pounds sold" will be lined out and the word "transferred!! 
vritten in, In this case the pounds transferred will bo added to 
the unused quota and the total entered in the next line for unused 
quota. In column 2 opposite the entry of the pounds transferred to 
the card, the Field Assistant will write his initials. On tho back 
of the card to which a transfer is made, the Field Assistant will 
enter the date and pounds of the transfer and affix his signature. 
If more than one transfer is made to a card, the same entries for 
cach transfer will be entered on the back thereof, there being 
space for entering four transfers. Transfers between producers ca 
also be mace and entered on the cards, in the manner described above, 
by county offices. 


In case where a transfer is to be nade through a warchousenan 
as agent, the executed Authorization for Transfer (23) will be given 
to the warchousenman by the producer. The warchousenen will use the 
bock Form 38-Tobacco 24, "Warehousenen's Recor’ of Transfer" for 


recording @11 transfers in accordance with the Regulations, Article V. 


Prior to transfer to other marketing cards of the pounds 
listed on a warchousenan's record book, the same shall be presented 
to a Field Assistant along with the marketing cards so listed. The 
Field Assistant will then enter on tho narketing cards fron which 
transfers aro made the pounds transferred, in tho same nanmer 
described above. 


As a warehousenan desires to transfer all or part of the quota 
so transferred to him as agent (see Regulations, Section 513, as to 
order of transfer), he will present to the Ficld Assistant his trans- 
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fer book and the card or cards to which transfers are to be made. 

The Field Assistant will then enter on each card the amount to be 

transferred to it, provided there is sufficient balance of transfers 

to the book to cover such transfer from it, and provided that a com- 

plete entry has been made in the book of each transfer to be made 

from it. The Field Assistant will then enter on each card to which 

the transfer is made, the pounds so transferred and other entries ¥ 
as previously described in case of direct transfer between two pro- 

ducers. ey 


a 


As transfers are entered on marketing cards by Field Assist- 
ants, they will prepare in each instance "Record of Transfer", Form 
38-Tobacco 15, in duplicate and mail both copies to the Comptroller, 
Aericultural Adjustment Administration, Washington, D. C., for dis- 
tribution to the counties involved. 


I, Warehouse Daily Report of Suspensions 


Bach warehouseman is required by the Regulations (Section 603) 
to make a Daily Report of Suspensions, Form 38-Tobacco 20. The sales 
suspended, that is sales made by the warehouseman on a given date for 
which settlement was not made with the producer, shall be listed in- 
dividually by producers showing pounds and gross price in each in- 
stance. This form also provides for entries, by names of producers, 
of sales previously suspended on which Memoranda of Sale were issued 
during the day for which the report is made. 


This completed form is to be delivered to the Field Assistant 
at the warehouse for which the report is made, and when verified by 
him to the best of his knowledge and belief, will be signed by him 
and mailed to the Comptroller, Agricultural Adjustment Administration, 
Washington, D. C. 


J. Daily Auction Warehouse Report 


This report, Form 38-Tobacco 21, will be made by each warehouse 
for each day's business in accordance with the Regulations (Section 603) . 
The form itself shows what entries will be made, except that in "dealer's r 
resale" should be included an entry for resales by the warehouseman for 
his leaf account. Also, on the back of the form where buyers! pur- 
chases are listed, purchases by warehouse for its leaf account should 
be included. This report is sent directly by warehousemen to the Conmp- 
troller, Agricultural Adjustment Administration, Washington, D. C. 
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Field Assistants are not involved in this report except to 
furnish the forms and to determine whether or not such reports are 
being made. They should advise the Tobacco Section, Agricultural 
Adjustment Administration, Washington, D. C. of cases they learn 
about where such reports are not being nade. 
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K. Dealers Reports of Sales and Resales 


This report, Form 38-Tobacco 22, is to be made out by dealers 
in accordance with the Regulations (Sections 604 and 605) covering 
both purchases and resales at auction and purchases and resales other 
than at auction. Dealers who do not purchase tobacco except at ware- 
house sale, or who do not resell, prior to redrying, more than 15 
percent of their purchases are not required to make this report. 

(See Regulations, Section 606.) This report is to be sent by dealers 
directly to the Comptroller, Agricultural Adjustment Administration, 
Washington, D. C., but Field Assistants should deternine, so far as 
possible, that such reports are being nade. 


For further information and instructions, Field Assistants 


will get in touch with the Field Officer supervising this work in 
the tobacco belt where they are located. 


ie we 
- otha 
Willian Collins, 


Chief, Tobacco Section, 
Agricultural Adjustment Administration. 
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MEMORANDUM TO FIELD OFFICERS AND FIELD ASSISTANTS ay; 


With respeet to the Administration of the Tobacco Marketing Quota 
Provisions of the Agricultural Adjustment Act of 1938. 
(Flue-cured Tobacco) 


Prior to the opening of the flue-cured tobacco auction markets 
the Field Officer in charge of a market belt will meet with the Field 
Assistants for that belt for the purpose of outlining the work and 
giving instructions with respect to the checking of tobacco sales with 
marketing quotas and work related thereto. At that time each Field 
Assistant will be assigned to a particular market and will have de- . 
livered to him the necessary forms and supplies. 


On each market where two or more Field Assistants are assigned, 
one will be designated as in charge of that market. The person s¥ 


designated will be expected to do the same type of work as the other 
men except that he may have some additional duties in which he will 
be ‘instructed by the Field Officer. 


Field Assistants will perform important functions having to do 
with the determination and collection of penalties on tobacco sales. 
Therefore, it is very necessary that their work be done honestly, 


accurately and rapidly enough that the settlements of warehousemen 
with growers will not be delayed. If any Field Assistant is inaccurate, 


Core ese, on 1a. lsyto follow instructions, or if his conduct is such 
as to make him unsuitable for the job, we will have no alternative 
but to premptly replace him. : 


¢ 


The "Regulations pertaining to flue-cured tobacco marketing 
quotas --" should be carefully studied by all Field Officers and Field 
Assistants and used as the guide for this work. This memorandum has 
been prepared to cover more details,.but whenever in doubt about any 
point concerning the program refer to the Regulations (Form 38. 
Tobacco 28). 


PART I -- FORMS 
Following is a list of the forms to be used in connection with 


this work and a brief statement as to the distribution of each after 
it has been prepared: 


ay, This memorandum is a revision of and supercedes :-the memorandum on 
same subject dated July 235, 1938. 
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A. Forms Prepared in the County Office 


Form 38-Tobacco 12, “Notice of Farm Marketing Quota for Flue-cured 
Tobacco." rel 


County Offices only. ‘ 
Form 38-Tobacco 15, "Operators Receipt for Marketing Card." 
County Offices only. 
Form 38-Tobacce 14, "1938-1959 Marketing Cerd". (Flue-cured Tobacco) 


County offices will issue all marketing cards and will fill eut 
the front page thereof and will enter en the inside, at the top of 
celumn 1, the number of pounds of quota which should be the same as 
the quota written in words on the front of the card. (Entries to be 
made on the card by Field Assistants are explained in Part II hereof.) 


B. Forms Prepared by Field Assistants 


Form 38-Tobacco 15,,"Record of Quata Transfer." 


To be prepared in duplicate and both copies mailed to the 
Cemptroller, Agricultural Adjustment Administration, Washington, D.- Ce; 
along with the original of Form 206 


Form 38-Tobacco 16, “peceipt for Memoranda of Sale Forms." 


To be prepared and distributed as indicated by footnote en the 
form. 


Form 38-Tobacco 17, "Memorandum of Wrrehouse Sale." 


To be prepered.in triplicate as bound in the book. The white 
copies (17) to be detached and delivered to the warehousemen. The thin 
sheets (17a) to remain in the book. The green copies (17b) to be de- 
tached and mailed to the Comptroller, Agricultural Adjustment f.dminis- 
tration, Weshington, D. C., supporting the "Daily Report: of Producers’ 
Sales (1955 


Form 38-Tobacco 18, "Memorandum of Non-warehouse Sale." 

Same as for Form 38-Tobacco 17, except that buyer and producer 
sign the certificate if the sale is subject to penalty, and that the 
white copy (18) goes to the buyer. 


Form 38-Tobacco 19, "Daily Report of Producers' Srles." 


This report will show the totals of figures on memorande of 
auction sale (17) for each warehouse eefh sale day. It will also be 
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used by Field Assistants to report the memoranda of sale other then 
auction (18) that were issued to dealers. 


aen this report is a summery of warehouse sales, the white 
copy (19) willbe given to the warehouseman. When it is » report on. 
non-warehouse erica the white copy. is not-used. In all cases the 
duplicate (19a) wild be signed by each Field Assistant participating ~ 
in the report and.mailed to the Comptroller, Agricultural fdjustment . 
Administration, Weshington, D. C., along with the copies of memoranda 
of sale (17b or 18b) covered by ae report. The triplicate (19b) 
will be retained by Field Assistant in charge of market. 


BC: Forms Prepared by Producers 
Form 58-Tobacco 23, “Authorization for Transfer." 


A supply of this form should be in the hands of Field fssistants 
to give to warehousemen end producers in ceses where producers wish to 
transfer pert or all of their quote. If the transfer is made directly 
from one producer to another, the original will be delivered to the 
Field &£ssistant, who will forward it to the Comptroller along with 
Form 15. In case a transfer is to be mnde through a warehouseman, as 
agent for the producer, the original will be delivered to the ware- 
houseman. In either case the duplicate may be retained by the Bear 
authorizing the transfer. 


Form $8-Tobacco 25, "Certificate of Exemption." 


A supply of this form should be kept by Field Assistants for 
delivery to producers who have a legal right to claim exemption from 
penalty as provided in the Reguletions (Sec. 303 b and c)e, Any person 
executing this form and desiring to retein a copy of the form may ex- 
ecute it in duplicate. The original, properly executed, shall be de- 
livered to the Field Assistant et the warehouse where the tobacco 
described has been sold ond shall be attached to the duplicate copy 
of the Memorandum of Sele for this particular tobacco. 


Form 58-Tobacco 27, “Request for Sale Subject to Penalty." 


—-—-  —  - 


A supply of this form should be kept by Field Assistants for 
delivery to producers who request that a sale of tobacco be subject 
to penalty before they have used all their quota. When executed, the 
original (27) shall be delivered to the Field Assistant on the market 
where said tobacco is sold and shell be attached to the duplicate 
Memorandum of Sale for such tobacco. 


De Ferms to be Prepared by Warchousemen On Veaters 
Form 38-Tobacco 20, "Daily Report of Suspensions." 


This form to be furnished warchousemen by the Field Assistants, ; 
Each warehouseman to make this report daily in duplicate, the reports 
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to be checked by Field Assistants and signed by them after having been 
signed by warehousemene The original to be mailec by warehouseman to 
the Comptroller, Agricultural Adjustment Administration, Washington, 
D. Ce, and the duplicate reteined by warechousemene (Some modification 
with respect to this report may be permitted during the first few days 
of the market or when suspensions ere unusually numerouse Field 
Officers will. give further instructions as may be necessarye 


Form 38Tobacco 21, “Daily auction Warehouse Reporte" 


This form to be furnished warehousemen by Field Assistants and 
to be prepared daily in duplicate by warchousemen. The originel to be 
mailed by warehousemen to the Comptroller, Agriculture] Adjustment Ad- 
ministration, Weshington, De Ce, and the duplicete retainede 


Form 38-Tobacco 22, “Dealers Report of Purchases and Resales." 


This form should be distributed to dealers by the Field Officers 
and Field Assistants. This form is to be made out in duplicate by deal- 
ers for each dav's transactions, the original to be mailed by the denler 
to the Comptroller, Agricultursl Adjustment Administration, Washington, 
D. Co, with penalty remittance, and the duplicate retained. 


Form 38-Tobacco 24, “Werehousements Record of Transfers." 
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This form will be mailed by the Tobacco Section to warehousemen 
slong with an approved copy of Form 26, as indicated in the following 
persgraphe 


Form 38-Tobacco 26, “Werehouseman's Transfer Agency Agreement." 
ET I _ u _ 


Two copies of this form will be mailed tc each warehousemen be- 
fore the opening of the markets. Any warchouseman who wishes to act as 
agent for producers in arranging transfer of quotas will execute both 
copies of this agreement and mail them to the Tobacco Section, Agricul- 
tural Adjustment Administration, Washington, D. C. When approved, one — 
copy of the agreement will be signed by the Chief of the Tobacco Section 
and returned to the warchouseman with Form 246 


Form 38-Tobacco 28, “Regulationse™ 


Copies of the Regulations will be mailed to warehousemen prior to 
the opening of the marketse However the Field Assistent in charge of 
each market will also deliver to each warehouseman a copy of the Regula- 
tions. Field Assistants should keep a sufficient supply of Reguletions 
on hand for distribution to dealerse 
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PART II -- PROCEDURE 


While, as previously stated, the Regulations are the guide to 
this work, the following outline of procedure to be followed by Field 
Assistents is designed to cover more details with respect to the pro- 
cedure and the use of the forms heretofore listed. 


A. Serially Numbered Forms to be Accounted For 


The Memorandum of Sale forms (17 and 18) are serially numbered 
and each memorandum must be accounted for, either (1) as issued, (2) 
as voided, or (3) as transferred. Therefore, when books of these forms 
are issued to Field Assistants they will sign a receipt in triplicate, 
Form 38-Tobacco 16, copies of which will be distributed as indicated 
by the footnote on the form. In case a Field Assistant has been issued 
a book of these forms and does not use the entire book and transfers 
the unused portion of it to another Field Assistant, the same desea ree 
should be prepared. 


Be Marketing Card 


When a producer calls at the warehouse office for his check,,. 
his marketing card and his sales bill will be presented to the Field 
Assistant who will issue a Memorandum of Sale before the warehouseman 
settles with the producer. If the sales bill is not for tobacco pro- 
duced on the farm as identified by the marketing card, a Memorandum 
of Sale will not be issued. 


If the total pounds sold are within the unused quota as shown 
on the marketing card, the entry of the amount of pounds covered by the 
sales bill will be made on the marketing card in column 1 after the 
words "pounds sold." The amount of the pounds sold will then be de- 
ducted from the amount of “unused quota" and entered as the remaining 
"unused quota.” -In a case where a producer has some unused quota, but 
not enough to cover a particular sale, and where the warehouseman re- 
fuses to make out two sales bills, one of quota and one for excess, the 
Field Assistant may issue one Memorandum of Sale to cover both quota 
and excess. In such case, the entry on the marketing card will be for 
an amount of pounds equal to the unused quota, which amount will be 
entered on the Memorandum of Sale as “Sale within quota." The remaining 
pounds, etc., will be entered on the same Memorandum of Sale as "Sale 
subject to penalty." 


In such cases of split sales bills and double entries on Mem- 
oranda of Sale, the gross sales price of the excess, or sale subject 
to penalty, will be the total amount of money brought by the lowest 
_priced baskets (or part baskets), the pounds of which equal the excess. 
The penalty will be the greater of 50 percent of such gross sales price 
or 3 conts per pound of excess. Deducting the gross sale price of the 
excess, so calculated, from the total money for which the entire lot of 
tobacco sold, will give the gross salo price of that part of the sale 
that was within quota. Calculations with respect to split sales should 
be made on the back of such sales bills so they can be checked later if 
necessary e 
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The serial number of the Memorandum of Sale to be written for 
each sale within quota, and the date of sale will ‘be entered on the 
marketing card, in column 2 opposite the other entry to which applicable. 
Extreme care must be exorcised in making entries on the card both as 
to the figures entered and as to the deductions madé. Do not erase 
an incorrect entry that may have beon made but lino out and initial 
such crror and make correct entry in the next proper spaces below.’ 


Sce Regulations, sections 406 to 410, with respect to invalid 
cards, lost cards, cards with insufficient space, ete. Any invalid 
card, As described. in the Regulations, that comes to the attention of 
a Fiold Assistant . shall be taken up by him and pOD We rags to the Field 

Officer. 


/ C, “Memoranda of Warchouse Salos 


Ficld Assistants will enter on this form, as the date of salc, 
the date on which the Memorandum was written, the name of farm oper- 
ator and code and serial number as shown on the marketing card, and 
warchouse and town where sale was made. There will likely be a few 
instances in which producers sclling tobacco subject to penalty will 
rofuse to. present their marketing card. In such instances, Ficld 
Assistants will write on the Memorandum of Sale on the line provided 
for "code and farm scrial number" the name of the county and State in 
which the tobacco was grown. : 


The pounds and dollars for “sales within quota" will bo entered 
on the Memorandum of Sale in the block so designated, the pounds being 
the same as entered on the marketing card. Excess sales, that is 
"sales subject to ponalty" will be entered in the block so designated, 
in which will also be entered the amount of penalty, which shall be 
the greater of 3 cents per pound or 50 percent of the gross. sale price 
of the tobacco sold subject to penalty. Im cases of sales exompt from 
penalty which are not ns on the marketing card, the pounds and , 
dollars will be entered as "sales within quota", and in the next block 
will be written the word "Exempt." id 


A producer's sale of tobacco at one warehouse on one day is 
sometimes divided into two or more sales bills in order to identify 
tenants interests in the sale. In such cases where two or more bills 
arc presented with and identified by only one marketing card, thoy 
may be combined by adding the pound and dollar figures of cach. ane 
the total pounds of the several bills are within the unused quota, one 
Memorandum of Sale may be written therefor and one entry covering the 
total pounds made on the marketing card. However, if the total pounds 
of several bills presented at the same time, exceed the unused quota, 
the operator and tenants concerned must WORE and advise the Field. 
Assistant as to the propor division of the unused quota emong, the bills. 


on cach salo bill there should bo writton tho sorial number of 

the Memorandum of Sale issucd therefor. This number may be written on 

the face of tho bill at. some place where it will’ not be confused with 

other figures thereon and should be circle do or otherwise idontifiod as 
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Since all of these records of sales and ponaltics must bo kept 
separatcly by warehouses, Faold Assistants should arrange, if possible, 
to uso the same momorandum of sale book for one warchouse until that 
book is completed. | 


Aftor each Mcmorandum of Salo is written, the white copy (17) 

will be detached from the book and passed on to the cheek writer at 
the warchouse with the producer's sales bill and marketing card. The 
green copies (17b) will be detached at the ond of oach day and mailod 
to the Comptroller, Agricultural Adjustment Administration, with daily 
reports as described hercinaftor. Space is provided on the thin shcots 
(17a) for carrying forward tho total pounds and dollars from cach page 

to the next page. Such totals should be carried forward currently, 
and.Field Assistants must be sure that such totals for a warchouse 

for each day are correct. 


De. Request For Sale Subject to Ponalty 


Provision is made whereby a produccr may pay the penalty on a 
sale of tobacco although such sale is not in excess of his unusod 
‘quota on the date of sale. In such case the producor may sign the re- 
quest, Form 38-Tobacco 27, covering the sale in question. If such is 
done, no entry covering such sale shall be mado on the markcting card. 
The momorandum of sale in such case shall be issucd as covering a sale 
subject to ponalty, and the penalty computed in the usual manner. If 
the producer decides to execute this request for sale subject to pon- 
alty covering only a part of a sale for which a single sales bill was 
prepared by the warchousoman, only that part of the sale on which the 
penalty is not to be paid shall be ontcrod on the marketing card. A 
double entry, os heretofore described, will thon bo mado on the Memor- 
andum of Sale, ontering that part which is “sale within quota" and 
that part which is "salo subject to penalty" in the proper spaces. 

The original of the request (Form 38-Tobacco 27) will be attached by 
Field Assistants to the copy (17b or 18b) of the Momorandum of Sale to 
be forwarded with it to the Comptrollcr. 


Ee Salcs Exempt from Penalty 


See Section 303 (b and c) of the Regulations with respect to 
sales cxompt from penalty. The cortificate, Form 38-Tobacco 25, to be 
used in such cases must be signed by the producor and also by a repre- 
sentative of the Experiment Station or the Tobacco By-product Manu- 
facturer, as the case may be. Field Assistants will be supplied with 
this form for delivery to the intercsted parties in cases where exomp- 
tion is claimed. 


When executed by the propor parties, tho form will bo dolivered 
to a Ficld Assistant at the warehouse where the tobacco is sold (or 
in case of non-warehouse sale to a Ficld Assistant at tho nearest mar- 
ket), and hoe will enter on it the scrial number on the Memorandum of 
Sale for said sale and also the code and serial number of the farm. 
This certificate will bo attached by Field Assistant to the groen 
copy of the Momorandum of Sale (17b or 18b) issued for such sale to be 
forwarded with it to tho Comptroller. 
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Fe. Non Auction Sales 


Producers! salos other than on auction warchouse floors will 
be handled in n manner similar to that for auction sales, except that 
the "Memoranda of Non Warchouse Sale", Form 38-Tobacco 18, will be 
issued. This form is similar to "Memorandum of Warchouse sGaiett akep 
excopt that it provides for a certification tc be exccuted by the buyer 
end producer in cases where such sale is subject to penalty. This 
certificate is not required if tho sale is within quota. However, the 
dealer's registration number must be entered in all cases. 


The marketing card and seles bill must be presented to the 
Field Assistant in cases of sales other than at auction warehouses and 
entrics on the marketing card as to pounds sold and as to serial number 
of the Memoranda of Sale issued for rocording such sales (18) will be 
tho same as in cases of auction sales. 


The original of the Mcmorandum of Non Warehouse Sale (18) will 
bo delivered to tho buyer, the thin sheet (182) will remain in the 
book, and the green sheet (18b) will be mailed to the Comptroller, 
Agricultural Adjustment Administration, Washington, D. Ce along with 
daily report. 


In case of such private sale that is subject to penalty, Field 
Assistant should refuse to write a Memorandum cf Salo therefor if he 
has reasonable grounds to bolieve that the producer and buyer aro 
falsely certifying to the sale prise in ordor to reduce the amount of 
penalty. 


Ge Daily Report of Producers Sales 


At the ae of cach Sale day, Field Assistants shall prepare 
the "Daily Report of Producers! Sales" (19) for cach warchouse at which 
they worked during that day and for each dealcr purchasing tobacco 
other than at auction and for which they issucd “Memoranda of Non 
Warchouse Sale" (18). Those reports are to be by warchouses and deal- 
ers for cach sale day. 


With respect to warehouse sales, one daily report (19) shall 
be prepared for cach*warchouse sale, and if two or more Field Assistants 
worked at a warchouse during a day they shall enter their part of the 
report for that warchouse separately. For example, if two men work 
at one warchouse during one salo day, the daily report for that ware- 
house should have two lines entered on it showing the first ond last 
serial numbers of the memoranda of sale issucd by cach Field Assistant 
and the total pounds and dollars, as provided for in the form. The 
pounds and dollars ontered on this form by coach Fiold Assistant will 
be the grand total of such figures for all of the memoranda of sale 
- issued at said warehouse on said day. If a Field Assistant issues 
memoranda of sale at more than one warehouse during a sale day, he 
should enter the data specificd above on the roport for each of 
those warchouses for that day 
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Ficld Assistants need nét attempt.to combine their daily re- 
ports for sales other than auction warchouse, but each Field Assistant, 
who issues Memorandum of Non Warchouse Salo (18) should make a separate 
report with respect to cach dealer for each day during which he 
issued this form. | : 


Tho original of this Daily Report of Producorst Sales (19) with 
respect to a warehouse shall be given to the warchousoman and the 
duplicate and triplicate (19a and 19b) shall bo signed by cach Ficld 
Assistant on the line showing entry with respect to memoranda of sale 
issued by him. Field Assistants may holc the duplicate (19a) for a 
few days (but not longer than the end of the week during which pre- 
pared) to give the warehousemen,a chance to check the report with their 
records. The duplicate (19a) will then be mailed to the Comptroller, 
Agricultural Adjustment Administration, Washington, D. C. along with 
copies of the Memorandun of Sale (17) or Memorands of Non Warchouse 
Sale (18) that each report summarizes. The triplicate (19b) will be 
retained by the Field Assistant in charge of the market. 


In case errors are made in any daily report and discovered be- 
‘fore the report is mailed, the correction will be made on each copy 

and called to the attention of the warehcusoman. If crror is dis- 
covered after the report is mniled, a lotter correcting tho error should 
immediately be addressed to the Comptroller, Agricultural Adjustment 
Administration, Washington, D. C. . 


When these Daily Reports are received at the office of the 
Comptroller, Agricultural fidjustment Administration, they will bo 
checked against the copies of the Memorandum of Sale accompanying them. 
If errors are noted, Field Assistants will be advised of them. These 
copies of Memorandum of Sale will be mailed by the office of the Comp- 
troller, Agricultural Adjustmont Administration, to the proper counties 
as shown by the code numbers entered on the forms. In order that these 
records may not be sont to the wrong counties, it is important that 
the code and serial numbers be entered correctly on all Memoranda of 
Salc. 


Hee oronsrer, of Quotas 


With rospect to transfer of quotas, study carcfully Article 
V. of the Regulations, Sections 501 to 516. 


A producer desiring to transfer all or part of his marketing 
quota to another producer or to a warchouseman, as agent for arrang- 
ing the transfer for him, will sign Form 38-Tobacco 23, Authorization 
of Transfer. If such transfor is to be made directly from one pro- 
ducer to another, the original of this executed form will be delivered 
to the Field Assistant who will forward it to the Comptroller along 
with both copics of Form 15. Also the marketing cards for each of 
the producers, the one from whom the transfer is to be mado and the 
one to whom the transfer is to be made will be presented to the Field 
Assistont. The Ficld Assistant will then onter on tho card from which 
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the transfer is to be made, the number of pounds transferred in column 
1 the same as if said tobacco was sold, oxccpt the Field Assistant 
will line out the "pounds sold" and write in the word "transfer." In 
column 2 of the card opposite the entry for the transferred pounds, 
enter tho code and serial numbor shown on the ecard to which transfer 
is made. Tho Field Assistant will put his initials along side this 
code and serial number. The pounds transferred will be deducted from 
the unused quota and the balance entered in the line below in the same 
mannér as if the pounds transforred had becn sold. 


On the card to which the transfer is made, the pounds trans- 
ferred will. be entercod in column 1 on a line for "pounds sold" and the 
words “pounds sold" will be lined out and the word "transferred" writ- 
ten ine In this case the pounds transferred will bo added to tho un- 
used quota and the, total entered in the next line for unused quota. 

In column 2 opposite the entry of tho pounds transferred to the card, 
the Field Assistant will write his initials. On the back of the card 
to which a transfer is made, the Field Assistant will. center the date 
‘and pounds of the transfer and affix his signature. If moro than one 
transfor is made to a card, the same entries for cach transfer will be 
entered on the back thereof, there being space for entering four trars- 
fers. Transfers botwoen preducers can also be made and entered on the 
cards, in-the manner described sbove, by county offices. 


In case where a transfer is to be made through a warchouseman 
as agent, the executed Authorization for Transfer (23) will be given 
to the warehouseman by the produccr. The warchousemen will use the 
book Form 38-Tobacco 24, "Warchousemon's Record of Transfer" for re- 
cording all transfers in accordance with the Regulations, Article V. 


Prior to transfer to other marketing cards of the pounds listed 
on a warehouseman's record book, the same shnhll be presented to a 
Field. Assistant along with the marketing cards so listed. The Field 
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Assistant will then enter on the marketing cards from which transfers 
are made the pounds transferred, in the same manner described above. 


As a warehouseman desires to transfer all or part of the quota 
so transferred to him as agent (soe Regulations, Scction 513, as to 
order of transfer), he will present to the Field Assistant his trans- 
fer book and tho card or cards to which transfers are te be made. 

The’ Field assistant will then onter on each card the amount to be 
transforred to it, provided there is sufficient balance of transfers 
to the book to cover such transfer from it, and provided that-a com- 
plete entry has beon made in the book of cach transfer to be made 
from it. The Field Assistant will then enter on each card to which 
the transfer is mado, tho pounds so transferred and other entries 

as previously described in case of direct transfer betwcen two. pro- 
ducers. 


As transfers are entered on marketing cards by Field Assist- 
ants, they will prepare in cach instnfice “Record of Quota Transfer," 
Form 88-Tsvacco 15, in duplicate and mail both copies to the Comptroller, 
Agricultural adjustment Administration, Washington, De C., for dis- 
tribution to the counties involved. 
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I. Warehouse Deily Report of Suspensions. 


Each warehouseman is required by the Regulations (Section 603 ) 
to make a Deily Report of Suspensions, Form 38=Tobacco 202 The sales 
suspended, that is sales for which Memoranda of Sale were not issued 
on the day of sale, should be listed showing pounds and gross price 
in each instance. This report also includes a listing of sales pre~ 
viously suspended on which Memoranda of Sale were issued during the 
dey for which the report is made. 


This completed form is to be delivered to a Field Assistent at 
the warehouse for which the report is made, and when verified by him 
TOeths best. of his knowledge and belief, will be signed by him and 
mailed to. the Comptroller, Agricultural Adjustment Administration, 
Washington, D. Ce 


Je Daily Auction Warehouse Report 


This report, Form 38-Tobacco 21, is required of each warehouse 
for each sale day in accordance with the Regulations (Section 603). 
The form itself shows what entries will be made, except that in "desler'ts 
resale" should be included an entry for resales by the warehouseman for | 
his leaf accounte Alsc, on the back of the form where buyers' purchases 
are listed, purchases by warehouses for its leaf account should be includ- 
ed. This report is sent directly by warehousemen to the Comptroller, 
Agricultural Adjustment Administration, Weshington, D. C. 


The Field Assistant in charge of each market will furnish each 
warehouseman with a supply of these forms when the markets open and 
explain the use of theme Field Assistants will assist warehousemen, 
insofar as possible, in making this daily report. They will determine 
whether or not such reports are being made, and will immeciotely advise 
the Field Officer of cases they learn about where such reports are not 
being made by warehousemene 


Ke Dealers Reports of Sales and Resales 


This report, Form 58-Tobacco 22, is required of dealers in 
accordance with the Regulations (Sections 604 and 605) covering both 
purchases and resales at auction and purchases and resales other than 
at auctione An ample supply of this form should be kept on hand by 
Field Assistants and furnished to all dealers of whom they have knowl- 
edge who should make this reporte Dealers who co not purchase tobacco 
except at warehouse sale, and who do not resell, prior to redrying, 
more than 15 percent of their purchases are not required to make this 
reporte (See Regulations, Section 606). This report shall be sent by 
dealers directly to the Comptroller, Agriculturel Adjustment Adminis- 
tration, Washington, D. Ce, but Field Assistants should determine, so 
far as possible, that such reports are being made. 
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For further information and’ instructions, Field Assistants 
will get in touch with the Field Officer oy Pa eae this work in 
the tobacco belt where they are located. 
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William Collins, 

Chief, Tobacco Section, 
Agricultural Adjustment Administration. 
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Re: Flue-Cured Marketing Cards 


Supplement 1 to Form 38-Tobacco 28, Regulations Pertaining to 
Flue-Cured Tobacco Marketing Quotas for the 1938-39 Marketing year, will 
necessitate that more complete information be shown on new cards issued 
to replace cards previously issued. 


New cards which are issued to replace cards because they are com- 
pletely filled, or for other reasons, shall show the following poundage 
figures taken from the card which is being replaced: 


(1) Pounds for which card was issued. 
(2) Pounds transferred from the card. 
(3) Pounds transferred to the card since September 28th. 


The items and figures will be shown on the inside of the card, the 
entries by lines being: 


(1) "Original quota'ts The amount of the quota for which the card 
being replaced was written. 

(2) "Transferred from": Total pounds transferred from the card 
being replaced. 

(3) Difference between lines (1) and (2). 

(4) "Transferred to": Total pounds transferred since September 
e8th to the card being replaced. 

(5) Woteal of lines (3) and (4). 


The entry on line (5) will be in agreement with the pounds written 
on the face of the card, which is the amount of the unused quota being 
transferred from the card being replaced. 


The card number shall be "R" followed by the number given the card 
being replaced. 


Cards issued in Georgia and Florida shall be honored for transfer 
only if they have been previously approved by the Chief of the Tobacco 
Section, A.AwA. This approval will be evidenced either by a letter above 
the signature of the Chief of the Tobacco Section, A.A.A., or by the 
following statement and signature on the card itself: "Approved for 
transfer, William Collins, Chief, Tobacco Section, A.A.A."! 
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Quota may be transferred from cards issued in States other than 
Georgia and Florida, provided that such cards are valid and meet with 
all previously issued Regulations and Instructions, including the amend- 
ment covered in Memorandum of September 29 limiting re-transfer of market- 
ing quota to an amount not exceeding 10 percent of the poundage of quota 
for which the card was originally issued. 


William Collins, 
Chief, Tobacco Section 
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Re: Transfer of Flue-cured Marketing Quota 


Representatives ee are Agricultural Adjustment Administration 
who are eutnorized to make transfers of marketing quota are hereby 
notified that, effective immedietely, tney shall require that both 
the operator whose name appears on the card from which the transfer 
is to be made and the operator whose name appears on the card to which 
the transfer is to be made, shall be identified to their satisfaction. 

Trensfers thet are made through a warehouseman acting as agent 
shall be entered in the warehouseman's transfer record book, and it 
shall be the responsibility of the warehouseman to see that both the 
operator whose name appears on the card from which tne transfer is 
to be made and the operator whose name appears on tne card to which 
the tronsfer is to be made, ere identified satisfactorily. 

The Field Hees tate in cherge of each market will see that a 
copy of this memorandum is delivered to each warenouse conducting an 


auction sale of flue—cured tobacco. 


eros 


: : ~~ : 
William Collins, 
Chief, Tobacco Section. 
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UNITED STATES DEPARTMENT OF AGRICULTURE AN ] 


AGRICULTURAL ADJUSTLENT ADMINISTRATION A, ‘= 
Washington, D. C. y 


November 26, 1938 


\ 


MEMORANDUM TO FIELD OFFICERS AND FIELD ASSISTANTS 


With resnect to the Administration of the Tobacco Marketing Quota 
Provisions of the Agricultural Adjustment Act of 1938. 
(Fire-cured and Dark Air-éured Tobacco) 


Prior to the opening of the fire-cured and dark air-cured 
tobacco auction markets the Fiold Officer in charge of a market 
Delt will mect with the field assistants for that belt dor the pur 
pose of outlining the work and giving instructions with respect to 
the checking of tobacco sales with marketing quotas and work related 
thereto, At that time each ficld assistant will be assigned to a 
particular market and will have delivered to him the necessary forms 
and supplics. 


On cach market where two or more field assistants are assigned, 
one will be designated as in charge of that market, Tho person so 
designated will be oxpected to do the same typo of work as the other 
men except that he may have some additional dutics in which he will 
Devinetructed by the Prold Officer. 


Ficld assistants will perform important functions having to 
do with the determination and collection of penalties on tobacco 
sales. Therefore, 1t is very necessary that their work be done hon- 
estly, accurately and rapidly onough that the scttlements of ware- 
HOusemon With growers will not bo delayed. If any ficld assistant 
Hemi MeCcOurauC. corcloscs, OF ta1.s to follow instructions, or if 
DiceecouCMeteteasuch os to macc himeunsultable for tho job, we will 
have no alternative but to promptly roplace hin, 


The "Regulations pertaining to fire-cured and dark air-cured 
tobacco marketing quotas --" should be carofully studied b: all 
Ficld Officers and field assistants and used as the guide for this 
Werke  ulo menorondum has been propared to cover more dotails, but 
whenever in doubt about any point concerning the program, refer to 
the Reseulations. 


ape 
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“PART ioe 


, 


~ FOR S. Sean 


The following is » list of the forms to be used in connection 
with the 1938-39 fire-cured and dark air-cured tobacco marketing quotas: 


Forn 38~ 
Tobacco 


Nunber 


25 


27 


43 


45 


67 


68 


Title 
Certificate of oxemption. 


Request for gale subject to penalty 


Notice of farm markoting quota for. fire- 


cured and dark. air-cured tobacco 


Operator's reccipt for nar coting card 


Marketing ca oa (1938-39 fire-curcd and 
dark air-cured tobacco) 


iicnorandun of vrarchouse sale 


licnorandun of nonvarchouse sale . 


Reccipt for nenorandun of sale forris 
aily auction warchouse report 
Dealor's. daily report 
licnorandun of resale 
Daily report of producers! ‘sales suspended 
A s = os 
Auction warchouse report 
and resalcos 


Dealer's report of purchases 
Authorization for quota transfor 
Record of quota trans fer 


County office transfor book 


TO wes preparcdyey 


“Producer: 


Produccr 


County office 


‘County of fice 


County office 


Ficld@ aesrerans 


Ficld assistant 
Picid assistant 


Picla assivetane 


hy 
fe 


cld assistant 

Field assistant 

VYarchousonan 
caler 


County office or 
ficld assistant 


County offico or 
ficld assistant 


County office 


a a ol 


” 


Bo 
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PART IT -- PROCEDURE 
eas Serial number of forms to. be accounted for 


The memorandum of sale forms (38-Tobacco 55, 56, and 60) are 
numbered serially and.each number must’ be accounted for, either (1) 
is issued, (2) as voided, or (3) as transferred. Therefore, when books 
of these forms are issued to field assistants they shall propare and 
sign Form 38-Tobacco 57, "Receipt for Memorandum-of Sale Forms't. The 
three copies of this form shall be distributed as indicated by tho note 
on the form. MThe-field assistant shall be responsible for the momorandun 
of sale forns. that are charged out against his- name, If he docs not use 
an ontire book, the unused portion should bo accounted for by the propara- 
tion of Forn 38- Tobacco 57 at the’ tine the unused portion is transferred 
to, another field assistant. 


B.. Marketing card: 


When a producer calls at tho warchouse office for his check, his 
marketing card and his sales bill will be pregented to the ficld assistant, 
who will issue a memorandum of sale beforo the warchousonan settles with 
the producer. If the salcs bill is not fot tobacco produced on the farn, 
Somideniiiied Dy. the narketing card, me menorandum of sale will not ue 
issucd. ae 


If the total pounds sold are within the unused quota, as shown on 
the narketing card, . the. entry Or atne onount of pounds covered by the 
sales bill will -be made on the Marketing card in colunn 1 after the 
words "pounds. sold", Entrics will be made so that there will be one 
CiSpueNevolone block, and vacant Drocks: to, tne. loft will be Lined out. 
The anount of the pounds sold will then be deducted fron the anount of 
"unused quota!’ and entored as the renaining "unused quota. Tho serial 
number of the memorandum of salo written for cach sale within “quota, 
and the dato of sale will be ontered on the marketing card in colunn 
2 opposite the other ontry to which applicable... The following 
is an illustration of the manner of making ontrics on the norketing cand: 


Serial Noy tor 
Pounds Tone  MCHO We Ot. Sale ; Code and Serial No. 
GIaye ‘ and Date Signature 


; | : (No entry except 
Quota | ; : 123,720 ‘__ for transfer 
Pounds fan : aii: _ + (No entry except 
__sold Reta DW On Ons ; for transfor) 

Unused ! ; : : ‘ 


quota !no-s---' § QQ) : 


tore tery 
Feces 95 4 C— 


In a case where & producer -has: somé-tihtiged quota, but not 
enough to cover a particular sale, and where the warehouseman does 
not make out two sales bills, one of quota and éne for excéss, the 
field assistant may issue one memorandum of sale to cover both quota 
and excéss. In’such case, the eritry onthe marketing card will be | 
for an amount of pounds équal to the unused quota, which amount will 
be entered on the memorandum of sale as "Sale within quota! . _ The 
remaining pounds, ete’., will be entered’on the samé memorandum of . 


sale as "Sale subject to penalty". © 


both as to the figures entered and as to the deductions made, Do not 
erase an incorrect entry that may have. been made, but line out and 
initial such error and make correct entry in the. next proper space 
below. el 


-Extrome care must be exercised in making ontrics on the card 


See Regulations with respect to invalid cards, lost cards, 
cards with insufficient space, etc. Any invalid card, as described 
in the Regulations, that-comes to the attention of a field assistant. 
shall be taken up by him and forwarded to the field officer. 


~C. Memoranda of warehousé sales 


Field assistants will enter on this form, as the date of sale, - 
‘the date on which the memorandum was written, the name of farm oper- 
ator and code and serial number as shown on the marketing card, and 
warehouse and town where sale was made. There will likely bo a few 
instances in which producers selling tobacco subject to penalty will. 
refuse to present their marketing card. In such instances, field 
assistants will write on the memorandum of sale on the line provided 
for "code and farm serial number" the name of the county and State in- . 


Which the tobacco was erown. 


Fhe pounds and dollars for "sales within quota" will be entered. 
on the memorandum of sale in' the block so designated, the pounds being 
the same as entered on the marketing card. Excess sales, that is 
"Sales subject to penalty" will be entered in the block so designated, 
in which will also be entered the amount of penalty, which shall be 
the greater of 3 cents per pound or 50 percent of the gross. sale price 
of the tobacco sold subject to penalty. In cases of sales oxempt from 
penalty which are not entered on the/marketing card, the pounds and . 
dollars will bé entered ag "Sales within quota", and in the next block 
will be written the word "Exempt.". 


A producer's sale of tobacco at. one warehouse on One days ras 
sometimes divided: into two or more sales bills in order to identify 
tenants! interests in the sale. In such cases where two or more bills - 
are presented with and identificd by only one marketing card, they 
may be combined by adding the pound and dollar figure slot. ofc hers 
the total pounds of the several bills are within the unused quota, one 
memorandum of sale may be written therefor and one entry covering the 


= 1S) es 


total pounds made on the marketing ¢ard, However, if the total pounds 
of several bills presented at the same time, exceed the unused quota, 
the operator and tenants concerned must agree and advise the field 
assistant as to the proper division of the unused quota amnong-the bills. 


Where’ a part of the sale is within quota and a part subject to 
penalty, the eross price of the sale within quota will be the higher | 
valued tobacco, while the gross price of the sale subject to peng] ty-- 
willbe the lower valued tobacco. For example, if a sales bill showed 
_four lots, as follows: : 


100 pounds at 20’cents.: >. ~ $20.00 


‘lOO pounds at 15 cents heer IG) eo 
‘100 pounds at 10 cents 10.00 


LOO pounds at 5 cents - 5.00 


and the unused quota, as shown on the marketing card, is 250 pounds, the 
8Yoss price of the sales within quota would be $40.00. The gross price 
of the 150 pounds of tdbsAcco siles.subject ‘to penalty would be $10.00, 
the 100 pounds of tobacco sold at 5 cents, the lowest price, and 50 
pounds of the 10-cent: tobacdo,: would-be used: ag sales subject to penalty. 
The balance of the tobacco, which was.the higher valued tobacco, would 
be used as sale within quota. ‘The penalty would be $5.00, which ig 50 
percent of the sale priceé,. since $5.00. is larger than 3 cents a pound 
(150 pounds times 3 cents, or $4.50), Calculations with respect to such 
sales should be made on the back of such sales bills so that they can 

be checked later if necessary. 


On each sale bill there should be written the serial number of 
the memorandum of sale issued therefor. This number may be written on 
‘the face of the bill at some place where it will not be confused with 
other figures thereon and should’ be circled or otherwise identified ag 
Whatvatets oe: OT eae 


Since all of those records of sales and penalties must be kept 
separately by warehouses, field assistants shall arrange to use the 
same memorandum of sale book for one warehouse until that book is 
completed. 


After each memorandum of sale is written, the white copy (55) 
will be detached from the book and passed on to the check writer at 
the warehouse with the producer's sales bill and marketing card. The 
copies 55a will be detached at the end of each day and mailed to the 
Comptroller, A.A.A., with daily reports as described hereinafter. 


-6- 


D, Tobacco delivered to cooperative marketing association 
: r Sa ee ok se Sas ae ene 


Delivery of dark tobacco to & cooperative: for advance shall be 
considered as a warehouse sale.” "In such case, if the sale is within 
quota, the receipt given the producer by the cooperative shall. be — 
considered ag a sales bill and the amount of the advance shown thereon 
shall be used as the gross sales price on the memornndum of warehouse 
sale. It is anticipated that the dark tobacco cooperatives will 
receive and make advances only on tobacco within ‘quota, in connection 
with a diversion program. If any producer ‘should deliver to a cooper- 
ative dark tobacco in excess of quota, the management of. the cooperative 
should be instructed. to withhold settlement with the producer until 
& procedure for handling such excogs has-been ‘approved. Such a case 
should also be reported to the field offfcer,. If anda when any pro- 
cedure is approved for calculating penalties on excess dark tobacco 
delivered to cooperatives, or for otherwise haridling’ such excess, 
additional instructions will be furnished. 


E. ‘Memorandum’ of resale: |¢ 
‘The warehouseman’ shall present toa field assistant stationed 

at. the warehouse all warehouse gales bills covering resales made during 

the day.. These sales bills shall be’ clearly marked, or otherwise 

identified by the warehouseman, ag resales, and shall ‘show the name 

and registration number of the dealer who ‘is ‘selling thetobacco as 

resale tobacco. The field assistant shall prepare the "Memorandum 

of Resale", Form 38~Tobacco 60, by entering the following information 

thereon; (1) "dark", as the Eina of tobacco, (2) date of resale, 

(3) pounds and gross price, (4) name of the warehouse and the market 

_where the resale took place, and (5) the seller's-name and registra- 

tion number. The form should be dated and signed by the field assistant, 

. and the original copy should be delivered to the warehouseman. Copy 60a 

“should be mailed to the Comptroller, A.A.A. Washington, D. C., with the 

other daily reports. . 


F. Daily report of producers! sales suspended 


The warehouseman shall present to a field assistant stationed at 
the warehouse all warehouse bills covering producers! sales which have 
been suspended. These warehouse bills should be clearly marked, or 
otherwise identified by the warehouseman, ag producers' sales suspended, 

. On Which not more than 25 percent of the gross price has been paid or 
advanced to the producer. The field assistant shall prepare the daily 
report of producers! gales suspended by listing thereon the information 
required with respect to each warehouse bill. After completing this form, 
the field assistant who prepared the report will sign in the space pro- 


vided for his Signature, and will obtain the signature of the warehouseman. 


Copy 61a will be delivered to the warehouseman, and the original copy 
Will be mailed to the Comptroller, A.A.A,, Washington, D. C, with the 
other daily reports. Copy 61b will be rétained by the field assistant. 


st) 


y I 


Ft 
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G, Memorandum of nonwarehouse sales 


Producers! sales other than on warehouse floors will be 
handled in a manner similar to that for auction sales, except that 
the "iienorandum of Nonwarehouse Sale", (Form 38-Tobacco 56) will be 
issued, .This form is similar to "Memorandum of Warehouse Sale" (38- 
Tobacco 55), except that it provides for a certification to be executed 
by the buyer and producer in cases whero such sale is subject to penalty. 
This certificate is not required if the salo is within quota. However, 
the dealor's registration number nust be entered in all cases. 


The marketing card and salés bill must be presented. to the ficld 
éssistant in cases of sales other than at warchouses, and entries 
on the narketing card as to pounds sold and as to serial nunber of the 
nenorandun of sale (56) issucd for recording such salces will bo the 
sane 4s is cases of warchouso sales. 


The original of tho monorandun of nonwarchousc sale (56) ‘rill be 
delivered to tho buyer, and the pink copy (560) will be mailed to the 
Gompirolter, AAJA. , Yashineton, Dd. C., with the othor daily Treportea. 
The third copy (56b) will renain in the book, which will be forwardod 
to the Conptrollcr, A,A,A., Washington, D. C., when completed. 


In case of a nonvarchouse sale that is subjoct to ponalty, the 
ficld assistant should refuse to write a nonmorandun of sclo therofor 
if he has reasonable grounds to beliove that tho producer and buyer 
are falscly certifying to the sale prico in order to reduce the anount 
Of poraLty. 


H. Requost for sale subject to penalty 


Provision is made whereby a producer may pay the ponalty on a 
saic of tobacco although such sale is not in cxcess of his unused quota 
on the date of sale. If the producer clects to pay the penalty, no 
entry covering such sale shall be made on the marketing card. The 
nenorandun of sale in such case shall be issucd as covering 2 sale 
subject to ponalty, and the penalty coryputed in tho usual manner, If 
the producer makes a request for sale subject to penalty covering only 
a part of a sale for which a single sales bill was propared.by the 
warchousenan, only that part of the sale on which the ponaltyetT< net 
to be paid shall be entered on the marketing card, A double entry, 

heretofore described, will then bo nade on the nonorandun of sale, 
entering that part which is "sale within quota! and that part which is 
"sale subject to ponrlty" in the proper spaces. If a "Request for Sale 
Subject to Penalty" (Form 38-Tobacco 27) is prepared, the original copy 
will be attached by the ficld assistant to the pink copy (559 or 56a) 
of the nenorandurm of sale, to be forwarded with it to the Comptroller, 
Pettis eso necon. 'D.C, 


Be are 


I. Saleg exempt from penalty 


See the Regulations with respect to sales exempt from penalty. 
The Certificate, Form 38-Tobacco 25, to be used in such cases must be- 
signed by the producer and also by a representative of the experiment 
station or the tobacco by-product manufacturer,:as the case may be. 
Field assistants will be supplied with this form. for delivery to the oh 
interestcd parties in cases where exemption is claimed. 


When-oxecuted by the proper parties, the form will be dolivered A, 
to a ficld assistant at tho warchouse where the tobacco is.sold (or in =, 
casc of nonwarchouse sale, to a ficld assistant at the nearest market), 
and he will cnter on it the sorial numbor on. the memorandum of salc shay 
said saic and also the code and serial nunber of the farm, This certi—" 
ficatec will be attached by the field assistant to tho pink copy of the 
menorandun of sale (55a or 56a) issued for such sale, to be forwarded 
with it to the Comptroller, A,A,A.., Yoashineton, me. en 


J. Daily suction warchouse roport wave 


At the ond of cach salo day, the ficld assistant shall prepare 
the "Daily Auction Warchouse Report!" (Form 38-Tobacco 58) for cach 
warchouse at which he worked during that day. One daily report (58) 
shall be prepared for each warchouse, and if two or nore field assistants 
worked at a warchouse during 2 day, they shall enter their part of the 
report for that warchouse separately. For exanple, if two men work at 
one woreinouse during one sale day, the daily report for that warchouse 
should have two lines of cntrics on it showing the first and last @eorie. 
nunbers of the nonoranda of sale issued by each field assistant, and the 
total pounds and dollars, os provided for on the forn. \ Tho sounds ne 
dollars cntered on this forn by each ficld assistant will be the total 
of such figures for all of tho nenoranda of sale issued at said ware— 
house by him on said day. If a ficld assistant issucs nenorands of 
sale at more than one warchouse during a sale day, he should entor the 
data specificd abovo on the report for coach of those warehouses for that 
day. Dealers! resales will be reported in a like manner in the space 


provided on. this form for resales. ‘The Signature of cach ficld assistant ey 
will be entered on the appropriate line on the yellow and green copies ms 
(58a and 58b) of the daily auction warehouse report, prior to delivery is 
to the field assistant in charge of the market, ph 


The original copy (58) and tho white carbon copy (58c) of the 
daily auction warehouse report shall bo Given to the warehouscoman, and 
the other two copics shall be Signed by the ficld assistant in charge 
of the market on the line provided for his Signature. The ficld assistant 
in charge of the market may hold those two copics for a fow days (but not 
longer than the ond of the wook during which prepared) to give tho ware- 
houseman a chance to check the report with his records, The yellov 


Ah 
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copy (58a) will then be mailed to the Comptroller, A.A.A., Washington, 
D..C., with copies of the memoranda of warehouse sale (55a) and memo- 
randum of resale (60a) that each report summarizes. The green copy 

(58b) will be retained by the field assistant in charge of the market. 


In case errors are made in any daily report and discovered before 
the report is mailed, the correction will be made on each copy and called 
to the attention of the warehouseman. If error is discovered after the 
report is mailed, a letter correcting the error should immediately be 
addressed and sent to the Comptroller, A.A.A., Washington, D. C. 


K. Dealer's daily’ report 


Each field assistant who writes memoranda of nonwarchouse sale 
to cover sales made by producers to dealers other than at an auction 
warehouse, shall prepare a Dealer's Daily Report (Form 38-Tobacco 59), 
on which he will record the required data with respect to memoranda of 


. sale issued by him for producers! sales to said dealer. Field assistants 


need not attempt to combine their daily reports with respect to nonware- 


house sales made to a dealer, but each ficld assistant who issues memoranda 


of nonwarchouse sale (56) should make a separate report with respect to 
each dealer for each day on which he issues such memoranda. 


The original copy (59) and the white carbon copy (59c) of the 
dealer's daily report shall be given to the dealer, and the other two 
copies shall be signed by the field assistant on the appropriate line. 
The field assistant shall deliver these two copies to the field assistant 
in charge of the market, who may hold them for a few days (but not longer 
than the end of the week during which prepared) to give the dealer a 
chance to check the report with his records. The pink copy (59a) will 
then be mailed to the Comptroller, A.A.A., Washington, D. C., with copies 
of memoranda of nonwarehouse sale (56a) that the report summarizes. The 
blue copy (59b) will be retained by the field assistant in charge of the 
market. 


In case errors are made in any daily report and discovered before 
the report is mailed, the correction will be made on each copy and 
called to the attention of the warehouseman. If error is discovered 
after the report is mailed, a letter correcting the error should imme- 


diately be addressed and sent to the Comptroller, A.A.A., Washington, D. C, 


L. Transfer of quota 
See the Regulations regarding transfer of quota from a farm. 
The amount of quota which may be transferred to a farm shall not 


exceed the larger of: (1) 10 percent of the quota for the farm, or 
(2) 500 pounds. 


~ 10+ 


: 


The total amount of quota transferable to a card will be 


od 


aé 
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(a) The amount entered as transferable to the card in the « 
space immediately below the heading "Marketing Card (1938-39 Fire- 
Cured and Dark ONS) pelea or 


| (b) if novemeun ie entered an this space, the amount of quota 
transferable to the card willbe the larger of; (1) 10 percent of 
the quota for the farm, as:shown on the card, or’ (2) 500' pounds.. 


To determine the amount of quota transferable to the card at 
any time, subtract the total of all prévious transfers to the card 
from the maximum amount transfcrable to the card at time of issuance. 


Direct transfers between two farms may bo made by a field 
assistant or by a Poseidon iS ALPE e hie mako transfers at the 
county office, om Peas: Zain 


Tronsfors ¢ a County Office Transfor Book, (Form 38- Tobacco Be 
shall be made at sla Het ail county * in which the farm ron which quota 
is to be transferred is Loca Ltod. 


Transfors may “de nae As: the county office transfor book in 
one county to the county office transfer book. in onother depts either 
iieute Sowo State or in. different Sse 


Form 38- Ro pnecd: ay arneneeet ae for Quota, Tra nsfer', ‘is made 
up in sects with the carbon inserted, - Tho authorization shall be con- 
pletely fillcd in before the oporator of the farm from which quota.is 
to be transferred signs it. The representative of the Ag ericultural 
Adjustment Adninistration authorized to make transfers shall’ olther 
know the operator signing the authorization or shall know the vitnoss 
to the operator's signature, and shall bo satisfied that tho operator 


of the farm fron which the quotn is to be transferred actually did? sian 


the authorization before he makes the entrics on the cards and signs 
the authorization. a ee ae 


Tho. entrics on tho narkoting card for tho farn | fron vhhich quota 
is transferrad shall be Aaa as follows: 


Column (1) 


(a) Entor tho nunbor Of ewe eb aessse nc on the line narkod 
"Pounds. Sold", 


(b)) On, the line inmediatoly: ‘below, marked “Unsold Quota", 
i enter tho difference betwoun the previous unused. Gud ta 
ond the pounds transferred, Linc out vacant blocks to 
the left of the cntry. 


esi 


(2 


Column 


() 


‘Enter the date on the line opposite the balance of 


unused quota prior to such transfer. 


Biter the words "Subtract Transfer" or “suv. Trans." 
opposite the number of pounds transforred 


(3) 


The A.A.A. reprosentative who made the transfer shall 
sign his name'opposite the date, 


Enter the code and serial number for the farm to which 
the quota is transferred, or the name of the county and 
state, if the quota is entered in the transfer book, 
opposite "Subtract Transfer" or "Sub, Trans." 


De following is an. illus tration of the entries to be made on 


the marketing 


card to record transfors from the farm: 


Seriai No. of 


Pounds ‘ Memo. of Sale Code and Scrial No. 
C1) m4 and: Date -..-. Signature 
(2) (3) 


Quota qeo0 0 ae 
LOL ee Ste ee Ub LOCO 11/29/38 John Doe 

Pounds eee : ee. oe 
sold ama Be OD Sub. Trans. ' 00-000-0 

Unused aa Se ake vik om ey 
quota | ® 


The entries on the marketing card for the farm to which quota 
is transferred shall be made as Ne 


gilje 


Walesa 


Enter the number of* pounds transferred on line marked 
"Pounds Sold", 


On the line immediately below, marked "Unused Quota", 
enter the sum of the two previous items, i.e., unused 
quota and pounds transferred. Line out vacant blocks 
to the left of the entry. 


a 


Column (2) 
Aire : e d mt 
(a) Enter the date on the line opposite the balance of © 
unused quote } prior bos ange panel ers: cid | ice eee 


(bd) Enter the words waa t rere al or "Ada transi" opposite 
. number of: pounds: transferred. * 


Column (3) 


(a) the A. A.A. representative who made the transfer held 
sign his name opposite the :date,; 


_.(b) Enter the code and serial number for the farm from which 
‘the quota is transfer: red, or the name of the county and 
State, it the quota is transferred from.a.transfcr book, 
opposite "Add Transfer" or nad, TEBAS's: 

The following is an ivimerratioe of the entrics 6 be made on 
the marketing card to" “rocérd ‘transfers: sik HO! FORT 


Scat To. Oa, : 


Pounds.~:--- :~-Hemo, .of Sale . : Cede and Serial No. 
ve eh 1° 9 and Dabo? Signature 
2 ee es ee i (3) 


123 720. die 


sold 


Unused : 


Pounds 


BO teen ee 26 OU e ona Trans, Q0-000-0 aid. 
Unused : ee gras ps 
quota "---+-+-- 7S OC Oe 


M. -Auction warchouse report 


 Bvery warchouséman shall prepare. a.monthly; report on Form 38- 
Tobacco 62, "Auction Yarchouse Roport",. This report: shall be sworn to 


by the warchousoman, and filed with the Comptroller, A,A.A., Washington, 


D. O., on or before the tonth day of the month immediatcly folvonine 
the month for which Mae roport is mee 7 


The warchouseman shall eae the totdl: ‘of the producors 
salos made during the month on which momoranda of gale havo ae 
issucd. The producers! ears Within quota will be scnarated from 
those subject to ponalty’ Hé' shal? ‘algo report the total of tho 
produccrs! sales held in suspension atthe ond of. the month; j.c., 
the total of tho sales previously’ suspended which have not beon 
cleared on or before the last day of the month for which tho report 


aa 2 


is made. All sales made on the warehouse floor by dealers, including 
the warehouse leaf account, shall be reported as dealers! resales. 
All purchases made on the warehouse floor by dealers, including the 
warehouse leaf account, shall be reported as dealers' purchases. 


The field assistant in charge of each market will furnish 
each warehouseman with a supply of these forms when the markets open, 
and explain the use of them. Field assistants, insofar as possible, 
Will determine whether or not such reports are being made, and will 
immediately advise the ficld officer of cases they learn about where 
such reports are not being made by warehousemen,. 


N. Dealer's report of purchases and sales 


Every dealer purchasing dark tobacco shall prepare a monthly 
report on Form 38-Tobacco 63, "Dealer's Report of Purchases and Sales", 
This report shall be sworn to by the dealer, and filed with the Comp-— 
eroller, ALA.A., Washington, D. C., on or before the tenth day of the 
nonth immediately following the month for which the report, 1s inade, 


The dealer shall report, by warehouses, the total purchases 
and sales made at auction warehouses. He shall report the purchases 
made from producers other than at an auction warehouse, showing the 
total number of memoranda of nonwarehouse sale covering his purchases, 
the purchases within quota, the purchases subject to penalty, and the 
amount of the penalty. He shall also report the purchases made from 
dealers, and sales made to dealers, other than at an auction warehouse, 
showing the name, address, and registration number of each dealer and 
the pounds and gross price of dark tobacco purchased from and sold to 
such dealer. 


Field assistants should keep an ample supply of this report 
form on hand, and should furnish all dealers with a sufficient number 
to meet their nceds, livery dark tobacco dealer (which includes every 
person or firm buying dark tobacco, either from producers or from 
other dealers) should file a report for each month, even if the only 
entries will be "none!, 

a 


i 
Leo 

bn Bas 

William Collins, 


Chief, Tobacco section, 
Agricultural Adjustment Administration. 
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MEMORANDUM TO FIELD OFFICERS AND FIELD ASSISTANTS 


Washington, D.0. Le 


November 29, 1938 


With respéct to the Administration of the Tobacco Marketing Quota - 
Provisions of the Agricultural Adjustment Act of 1938. — 


i (Burley Tobecco) 


Prior to the opening of the Burley tobacco auction nia 
the Field Officer in charge of a market belt will meet with the 
field assistants for that belt for the purpose of outlining the 
work and giving instructions with respect to the checking of 
tobacco sales with marketing quétas and work rélated thereto. 
At that time each field assistant will be assigned to a particular 
tidrket’ and will have delivered to him the necessary forms and supplies. 


On each merket where two or more’ field assistants are assigned, 
one will be designated as in charge of that market. The person so 


& 


designated will be expected to do the same type of work as the other 
men except that he may have some additional duties. in which he will 
be instructed by the Field Officer. : 


-'3". Meld assistants will perform important-functions having to 
do with the determination and collection of penalties on tobacco 
sales. Therefore, it is very necessary that their work be done hon- 
estly, accurately and rapidly enough that the settlements of ware- 
housemen with growers will not be delayed, If any field assistant 


is inaccurate, 
his conduct is 


careless, or fails to follow instructions, or if 
such as to make him unsuitable for the job, we will 


have no altérnative but to promptly replace him, 


The "Regulations Pertaining to Burley Tobacco Marketing 


Quotas for ‘the 


“1938-39 Marketing year" (Form 38-Tobacco 2) should 


be carefully studied by all Field Officers and field assistants and 


used as the’guide for this work, ° this memorandum has beén prepared 


to cover more details, but whenever in doubt about any point con- 


cerning the program, refer to the Regulations. 


ia Pp ol 


PART 1 ~~ FORMS” 


brates ne Ps a F 
ah * Ass Sa coe 2 


The following is a list of the forms to be used in connection 


with the 


Form 36— 
Tobacco 


Number 


49) 


27 


39 


40 
41 
od 
o4 
57 
58 
59 
60 


61 


62 


63 


64 


65 


68 


70 


1938-39 Burley tobacco marketing quota: 


“Title 


ise ea of ie 


Renaaes fon ete ene e Sane 


Notice of farm SoG paige for 
ge ee : 


Duerebonte receipt ie anes card 
Marketing card (1938-39 parley Tobacco) 
Memorendum a werehouge be ele 
Memorandum of nonwarehouse sale. 


Receipt for memoranda of sales forms 


Daily auction warehouse report 


Dealer's daily report 
Memorandum of aa a 


Daily report of producers! sales 
suspended ; wed . 


Auction warehouse report 


Dealer's report. of: paca and 
resales 


Authorization for quota transfer - 


Record of quota transfer 
County office transfer book 


Receipt for transfer deposit 


To be orenereiuny 
Producer: , 
Reenter 

County office 
County office 
County office 
Picla epsteueae 


Field Assistant 


Field assistant 


Field assistant 


Field assistant 


Field assistant 


“Field: assistant 


Warehouseman 


Dealer 


County office or 
field assistant 


County office 
County office 


County office 


pas . 


BARE LE oe _ PROCEDURE 
oie eeriat ee of jee to be accounted for 


The memorandum of ee Poe (38- Tobacco 53, 54, and 60) are 
numbered serially and. each number must, be accounted for, either (1) 
is issued, (2) as voided, or (3) as transferred. Therefore, when books 
of these forms are issued to field assistants they shall prepare and 
sign Form 38-Tobacco 57, "Receipt for Memoranda of SalesForms", The 
three copies of this form shall be distributed as indicated by the note 
on the form. The field assistant shall..be responsible for the monorandum 
of sale forms that are charged out against his’namco. If he docs not use 
an ontire. book, the unused portion should be accounted for by the prepara- 
tion of Form 38-Tobacco 57 at the time the unused portion is transferred 
to enotnor ficld assistant. 


B. . Marketing card 


Vhen a producer calls at the warchouse office for his check, his 
narketing card and his sales bill will be presented to the ficld assistant, 
who will issue a mcenorandum of sale before the warchouscman settles with 
the producer, If the sales bill is not for tobacco produced on the farn, 
as identificd by the marketing card, a menorandun of sale will not be 
issucde 


If the total pounds sold are within’ the unused quota, as shown on 
the marketing card, the ontry of tho’ anount of pounds covered by the 
sales bill: will be made on.the marketing card in column 1 after the 
words "pounds sold", HEntrics:wzill be made so that there will be one 
digit-in each block, and vacant ‘blocks to the loft will bo lincd owt. 

The anount of the pounds sold will then be deducted from the anount of 
"unused quota" and entered as the renaining "unused quota". Tho serial 
number of the menorandun of sale written for each sale within. quota, 

and the dato. of sale will be entered on the marketing card in column 
LeopouromEne OLnor cniry to thich applicable. The following 

ie ome tustrotion of the manner of making entrics on the marketing: card: 


serial No. of 


Toe reouncs ' Werio. of Sale > Code and Serial No. 

Pee (2) and Date Signature 

} 2 : 3 ne 
: (No entry except 


pel Vis ae ‘ for transfer 


Pounds ; ae penne oma: | : (No cntry except 


Zara. wi tone tronsror) 


— 4 = 


In a case where a producer has some unused quota, but not 
enough to cover a particular sale, and where the warehouseman does 
not make out two sales bills, one of quota and one for excess, the 
field assistant may issue one momorandum of sale to cover both quota 
and excess. In such case, the entry on the marketing card will be 
for an amount of pounds equal to the unused quota, which amount will 
be entered on the memorandum of sale as "Sale within quota", The 
remaining pounds, etc., will be entered on the same memorandum of 
sale as "Sale subject to penalty". 


Extreme care must be exercised in making entries on the card 
both as to the figures entered and as to the deductions made, Do not. 
erase any incorrect entry that may have been made, but line out and 
initial such error and make the correct entry in the next proper 
space below. 


See Regulations with respect to invalid cards, lost cards, 
cards with ‘insufficient space, etc. Any invalid card, as described 
in the Regulations, thet comes to the attention of a field assistant 
shall be taken up by him and forwarded to the field officer. 


C. Memorandum of warehouse sale 


‘Field assistants will enter on this form, as the date of sale, 
the date on which the memorandum was written, the name of farm oper- 
ator and code and serial number as shown on the marketing card, and 
warehouse and town where sale was made. There will likely be a few 
instances in which producers selling tobacco subject to penalty will 
refuse to present their marketine card. In such instances, field 
assistants will write on the r -vandum of sale on the line provided 
for "code and farm serial number" the name of the county and State in 
which the tobacco was grown. 


The pounds and dollars for "sales within quota! will be entered 
on the memorandum of sale in the block so designated, the pounds being 
the same as entered on the marketing card. Excess sales, that is 
"Sales subject to penalty" will be entered in the block so designated, 
in which will also be entered the amount of penalty, which shall be 
the greater of 3 cents per pound or 50 percent of the gross sale price 
of the tobacco sold subject to penalty. In cases of sales exempt from 
penalty which are not entered on the marketing card, the pounds and 
dollars will be entered as "Sales within quota", and in the next block 
will be written the word "Exempt." 


A producer's sale of tobacco at one warehouse on one day is 
sometimes divided into two or more sales bills in order to identify 
tenants! interests in the sale. In such cases where two or more bills 
are presented with and identified by only one marketing card, they 
may be combined by adding the pound and dollar figures of each, If 
the total pounds of the several bills are within the unused quota, one 
memorandum of sale may be written therefor and one entry covering the 


total pounds made on the marketing card, However, if the total pounds 
of several bills presented at the same time, exceed the unused quota, 
the operator and tenants concerned must agree and advise the field 
assistant as to the proper division of the unused quota among the bills. 


Where & part of the sale is within quota and a part subject to 
penalty, the gross price of the sale within quota will be the higher 
valued tobacco, while the gross price of the sale subject to penalty 
will be the lower valued tobacco. For example, if a sales bill showed 
four lots, as follows: 


100 pounds at 20 cents $20.00 
100 pounds at 15 cents 15.00 
100 pounds at 10 cents 1O.00 
100 pounds at 5 cents 5.00 


and the unused quota, as shown on the marketing card, is 250 pounds, the 
gross price of the sales within quota would be $40.00. The gross price 
of the 150 pounds of tobacco sold subject to penalty would be $10.00. 
“The 100 pounds of tobacco sold at 5 cents, the lowest price, and 50 
pounds of the tobacco sold at 10 cents, the next lowest price, would be 
used as sales subject to penalty. The balance of the tobacco, which 
was the higher valued tobacco, would be used as sale within quote. The 
penalty would be $5.00, which is 50 percent of the sale price, since 
$5.00 is larger than 3 cents a pound (150 pounds times 3 cents, or $4.50). 
Calculations with respect to such sales should be made on the back of 
such sales bills so that they can be checked later if necessary. 


On each sales bill there should be written the serial number of 
the memorandum of sale issued therefor. This number may be written on 
the face of the bill at some place where it will not be confused with 
other figures thereon and should be circled or otherwise identified as 
what it is. 


Since all of those records of sales and penalties must be kept 
separately by warehouses, field assistants shall arrange to use the 
same memorandum of sale book for one warehouse until that book is 
completed. 


After each memorandum of sale is written, the original (53) 
will be detached from the book and passed on to the check writer at 
the warehouse with the producer's sales bill and marketing card. The 
copies 5ga will be detached at the end of each day and mailed to the 
Comptroller, A.A.A., with daily reports as described hereinafter. 


If any producer should deliver Burley tobacco to a cooperative, 
the management of the cooperative should be instructed to withhold set- 
tlement with the producer until additional instructions are furnished. 
Such: a-case ‘should also be reported to the field officer. 


ee ee liemorendum of resalé.- -: 


The warehouseman shall present to a field assistant stationed 
at the warehouse all warehouse sales bills covering resales made during 
the day. These sales bills shall be clearly marked, or otherwise 
identified by the warehouseman, as resales, and shall show the name 
and registration numbér of the dealer who’ is selling the tobacco as 
resale tobacco. The field assistant shall prepare the "Memorandum 
of Resale", Form 38-Tobacco 60, by entering the following information 
thereon: (1) "Burley', ‘as the kind of tobacco, (2) date of resale, 
(3). pounds and gross price, (4) name of the warehouse and the market 
where the resale took place; and (5) the seller's name and registra-_ 
tion number. ‘The ‘form ‘should be dated and signed by the field assistant, 
and the original copy should-be delivered ‘to the warehouseman, Copy 
602: should be mailed to the Comptroller, A.A.A., Washington, D. C., 
with the other daily reports. 9 ~ © is 2 “AN 


F.. Daily report of producers! sales suspended 


The warehouseman shall present to a field assistant stationed at 
the warehouse all warehouse bills covering producers' sales which have 
been suspended. These warehouse bills should be clearly marked, or 
otherwise identified by the warehouseman, as producers! sales suspended, 
on which not more than 25 percent of the gross price has been paid or 
advanced to the producer.. The field assistant shall prepare the Daily 
Report of Producers! Sales Suspended (Form 38-Tobacco 61) by listing 
thereon the information required with respect to each warehouse bill. 
After completing this form, the field assistant who prepared the report 
will sign in the space provided for his signature, and will obtain the 
signature of the warehouseman. Copy 6la will be delivered to the 
warehouseman, end the original copy will be mailed to the Comptroller, 
A.A.A., Washington, D. C., with the other daily reports. Copy 61b will 
be retained by the field assistant. | iat wal 


Each warehouse bill for a suspended sale shall be marked with an 
"Ss" through the total pounds and total gross sale price, together with 
the field assistant's initials immediately thereafter.” — 


When the warehouseman presents the warehouse bill for a memorandum 
of gale at some later date, the field assistant should; (1) satisfy 
himself that the total pounds or the total gross sale price have not been 
changed, and (2) prepare a memorandum of sale on which is entered, imme— 
diately above the heading "Memorandum of Warehouse Sale", a large "5" 
and the date of suspension. . 


sie 


G, Memorandum of nonwarehouse sales 

Producers! sales other than on warehouse: floors will be ~ 
handled in a manner similar to that for auction sales, except that’. 
the "Lienorandum of Nonwarehouse Sale", (Form 38-Tobacco 54) will be 
issued. This form is similar to "Memorandum of Yarehouse Sale" (38- 
Tobacco 53), except that it-provides for a certification to be. executed 
by the buyer and producer in cases where such sale ig subject to penalty. 
This certificate is not required if the sale is within quota. However, 
the dealor!s registration. number must be entered in all cases. 


The narketing card and sales bill must be presented to thot tela 
assistant in cases of sales other than at warchouses, and entries 
on the narketing card as to pounds sold and as to sorial number of the 
menorandun of sale (54) issucd for: recording such sales will be the 
sane as im cases of warchousce: sales. 


The original of the memorandun of nonwoarehouse sale (54) ‘ill be 
delivereé to the buyor, and theyellow aopy (542) will be-mailed to the 
Comptroller, A.A.A., Washington, D. C., with the other daily reports. 
The third.copy (546): will. renain in the book, which will be forwarded 
to the Comptroller, A,A.A., Washington, D.- C.;, when completed. 


In case of a nonwarchouse salo that is subject to penalty, the 
field assistant should refuse:i to write a nenorandum of sale therefor 
if. he has reasonable grounds to belicve that the producer and buyer 
are falsely cortifying to the sale price in order to reduce the anount 
of penalty. 


H. Requost for sale subject to penalty 


Provision is made whoreby a producer nay pay the penalty on © 
sale of tobacco although such sale is not in oxcess of his unused quota 
on the date of gale, If the producer clects to pay the penalty, no 
entry covering such sale shall be made on the narketing card. The 
nenorandun of sale in such case shall be issued as covering a sale 
subject to penalty, and the penalty computed in the usual manner. Ts 
the producer makes a request for sale subject to penalty covering only 
a pest Of a sole forywhich a single’ sales bill was prepared by the 
warchousenan, only that part of the sale on which the penalty is not 
to be paid shall be entered on the narketing card. A double entry, | 
as heretofore described, will then bo made on the nenorandun of sale, 
entering that part which is "sale within quota" and that part which is 
"gnlo subject to penalty" in tho proper spaces. If a "Request for Sale 
Subject to Penalty" (Form 38-Tobacco 27) is prepared, the original copy 
will be attached by the ficld assistant to the yellow copy (53a or 542) 
of the ncnorandw: of gale, to be forwarded with it to the Comptroller, 
A AVA, Vashington, Diet. 


ea I, 


I. gales éxempt from penal ty 


see the Regulations with respect to sales exempt ‘from penalty. 
The Certificate, Form 38-Tobacco 25, to ‘be uséd in “such cases must be 
signed by the ‘producer and also by a repres entative of the experiment 
station or the tobacco by-product manufacturer, as the case may be. 
Field assistants will be supplied with this form for Bie a to the 
interested parties in cases | where exemption is elated. 


When oxecuted by the proper parties, the form will be delivered ~ 
to 4. ficld assistant at the warchouse where the tobacco is sold (or in 
Caso” of nonwarchouse sale, to ‘a ficld assistant at tho nearest market), 
and he will cnter on it the scrial number on the memorandum of sale for 
said sake and: also the code and serial numbor of the farm, This certi- 
ficate will be attached bythe field assistanttothe yellow copy of tho 
memorandum of sale (53a or 542) issued for such:salo, to be forwarded 
with it to the Sood EE Bahan Tash ie tee D.C. 


J. Daily’ aaction warchouse report 


Ab the end of cach: sale ee: the ficld assistant shall prepare 
the "Daily Auction Warchouso Roport" (Form 38- Tobacco 58) for oach* -~ 
warehouse at which he worked during that day. One daily report (58) 
shall be prepared for each warchousc, ‘and if two or more field assistants 
worked at a warchouse during 2 day, they shall enter their part of the +” 
report for that warehouse eeoanetaies For example, if two men work at 7 
one warchouse during one sale day, the daily report for that warchouse 
should have two lines of cntrics on it showing the first and last serial 
nunbers of the menoranda of sale issued by each field assistant, and the 
total pounds and dollars, as provided for on the form. Tho pounds and 
dollars entered on this form by each fiold assistant will be the total 
of such figures for all of the monoranda of sale iss sued at said warce— 
house by him on said day. If a field assistant issues nonoranda of 
sale at more than one warchouse during a sale day, he should enter the 
data specificd above on the report for cach of those warehouses for that 
day. Dealers! resales will ‘bo reported in a like manner in the space 
provided on this form for resales, The signature of cach ficld assistant 
will be entered on the appropriate line on the yellow and green copies 
(58a and 58b) of the daily auction warehouse report, SMES to delivery 
to the. tvele assistant in Se of the market. 

The Seana copy (58) and the white carbon copy (58c) of the 
daily auction warchouse report ‘shall be given to the warehouseman, and 
the other two copies shall- be signed by the field assistant in charge 
of the market on the line provided for his signature, The field assistant 
in charge of the market may ‘hhold‘thcse: two copics for a fow days (but not 
longer than the end of the week during which prepared) to give the ware- 
houseman a chance to chock the report with his records. The yellow 


i es 


acer eis \. 
uy) ‘ 


copy (58a) will then be mailed to thé Comptroller, A.A.A., Washington, 

D. C., with copies of the memoranda of warehouse sale (5a) and memo- 
randum of resale (60a) that each report summarizes. The green copy 
(58d) will be retained by the field assistant in charge of the market. 


In case errors are made in any daily report and discovered before 
the report is mailed, the correction should be made on each copy and called 
to the attention of the warehouseman. If error is discovered after the 
report is mailed, a letter correcting the error should immediately be 
addressed and sent to the Comptroller, A.A.A., Washington, D. C. 


K. Dealer's daily report 


Each field assistant who writes memoranda of nonwarehouse sale to 

cover sales made by producers to dealers other than at an auction 

warehouse, shall prepare a Dealer's Daily Report (Form 38-Tobacco 59), 

on which he will record the required data with respect to memoranda of 

sale issued by him for producers! sales to said dealer. Field assistants 
need not attempt to combine their daily reports with respect to nonware- 
house sales made to a dealer, but each field assistant who issues memoranda 
of nonwarehouse sale (54) should make a separate report with respect to 
each dealer for each day on which he issues such memoranda. 


The original copy (59) and the green carbon copy (59c) of the 
dealer's daily report shall be given to the dealer, and the other two 
copies shall be signed by the field assistant on the appropriate line, 
The field assistant shall deliver these two copies to the field assistant 
in charge of the market, who may hold them for a few days (but not longer 
than the end of the week during which prepared) to give the dealer a 
chanee to check the report with his records. The pink copy (59a) will 
then be mailed to the Comptroller, A.A,A., Washington, D. 0., with copies 
of memoranda of nonwarehouse sale (54a) that the report summarizes. The 
blue copy (59b) will be retained by the field assistant in charge of the 
market. 


In case errors are made in any daily report and discovered before 
the report is mailed, the correction should be made on each copy and 
called to the attention of the warehouseman. If error is discovered 
after the report is mailed, a letter correcting the error should imme- 
diately be addressed and sent to the Comptroller, A.A.A., Washington, D. C. 


L. Transfer of quota 


The amount of quota which may be transferred from a farm shall 
not exceed the difference between the quota and the sum of: (1) the 
tobacco available for marketing at the time of transfer, (2) the tobacco 
marketed solely for nicotine or other by-product uses, and (3) the 
tobacco marketed exempt from penalty because of being grown for experi- 
mental purposes only by a publicly owned agricultural experiment station. 


The amount of quota which may be transferred to a farm shall not 
exceed the larger of; (1) 10 percent of the quota for the farm, or 
(2) 500 pounds. 


2 RO me 


The ta Ved amount. of pau REO Se to a card will be 
either: Bias oh ea eaten C SECRAR/ Ta pin a secne eee | SMD ie mar bee Bp re Both UE 

me eat a5 neds te Lian case Reser Be ae ek en 

Tape The amount entered as transferable’ to the card in. thé ~ 
space: immediately pee the heading’ Marketing Card (1938-39 ©. o.. 

Burley poneceD) , 

(®) © If no amount: is on tenee “ain ‘thie: space, ‘the-amount of quota” eh 
transférable to the card will: be the larger’ 6f; (1) 10 pércedat” Cite Ow y 
the quota’ for: the yin, ted shown’ on! ‘the: card, or (2) 500° a stake saa oka | 

To aur eice the beter, ee ecnee transferable to The shan at a 
any time, subtract the total of all’ previous t¥arsfers to the card 
from the eens amount a SPO ra uke Re the gets, at eae of es: 


FARR NTT OY a Shape eeu 


eects traabfoks paiesoa:! tio" emda nay be: made bys a “Peora: 
assistant or by ’a~ vrepraséntativeauthorizeda to make: ‘transfers"at tho — Ag 
COUNTY HOF Pica gat. oP Townes is Ae ae ors cee. eer vu ae ok i ie se bes? y 
iat Bs MERC ae et eo eS a ee NSE aes See “og : pistes wemaiee Lee. 
Transfers’ tora County Office Transfér: Book;!' (Form 38 iMébeiceo 66) 
shall be made only in ‘the i¢ounty in which the farm see pc eeee ab 
sata. be: prnertrade is. RSet Se phe abet: Les ei oe 


Transfers may be made peels the county office transfer book in 
one county to the county 6ffico transfer book in another county cithor 
in the sane State or in difforont a sida : 


Form 38-Tobacco 645. " author zation sa ‘Quéita Trinsfer"; is made 
up in scets:with the carbon insorted. | The authorization | shall ‘be Bon 
pletely fillcd in before tho operator of: the farm’ from which quota is 
Lomoa tronsferrod: Slens it.’ ‘The representative ' of the Agricultural 
Adjustricn t: ‘Adninistration ee ‘to mako transfers shall cithor 
know ‘the ‘oporator: signing the: ‘atithorization | ‘or shall know the witness 
to the operator's signaturé, “and shall*be satisfied that the operator 
of the farm from which the aoe is to bo transforred actually. did sign 
the authorization bofore ne makes the entries on the cards and signs 
tho outhorization, oe lee ieee bac cal 


soit he mid a . 
Sate er A ‘ Air see de 


THO entrics’ ‘on tho norketing card ‘for the form fron which, guc'ta apt ’ 
is tronsterred! shall be rade as s*follows: coe ee shin: a 2» 
Colunn (1) . ee ik hae ; ; 


ait 
nh 


_- (a). Entercthe nunber of pounds transferred on the line narked 
wy 7, SPownds Sold!'. ai 


(b>) On the Line irinediately veloti, narked "Uns sold Quotal, 
+? enter the difference betwoon tho provious unused quota — 
and the pounds transferred, “Line out vacant blocks to — 
the left of the: Snbeyg es aan ee Fh ee RR Ne aS 


te Dae mae ee har . Wie ieee 
whys , “ - uy) . Pheu, T 


Column (2) 


(a) Enter the date on the line opposite the balance of 
unused quota prior to such transfer. 


(b) Enter the words "Subtract Transfer" or "Sub. Trans." 
opposite the number of pounds transferred 


Column (3) 


(a) The A.A.A. representative who made the transfer shall 
sign his name opposite the date. 


(>) Enter the code and serial number for the farm to which 
the quota is transferred, or the name of the county and 
State, if the quota is entered in the transfer book, 
opposite "Subtract Transfer" or "Sub, Trans," 


The following is an illustration of the entries to be made on 
the marketing card to record transfers from the farm: 


Te 
‘ Serint No. or 


Pounds Memo. of Sale : Code and Serial No. 
(7) and Date : Signature 
eras (2) (3) 
ee 0: 000 , 000 
Unused " = ; 
COs 0 ia yo mar ae eae 11/29/38 John Doe 
rrr Emre epee nner Sierra pep pen erp pen mesemreen peppers Sepp prencnteep pepe pene eserpypapeencanpe een papeoppypeeee i 
Pounds : : i 
sold : ee Ou OS Subsralrands, : Q00-000 
Unused : ‘ , : : ' 


a ot | ; 


quota ’ ON enh 


The entries on the marketing card for the farm to which quota 
is transferred shall be made as follows: 


Column (1) 


(a) Enter the number of pounds transferred on line marked 
"Pounds Sold", 


(b) On the line immediately below, marked "Unused Quota", 
enter the sum of the two previous items, i.e., unused 
quota and pounds transferred. Line out vacant blocks 
to the left of the entry. 


es) 12 = 


Column (2) 


(a) Enter the date on the line opposite the balance of -’ 
unused quota prior to such transfer... . 


(b) Enter the words "Add: a ean Ea ior "Add praneh per 
number. of. pounds. transferred.- : 


Column (3) eee! ons Fi 


(a)... The A.AVA. representative: who. made..the. transfer shall 
sign his name opposite -the date. ai see ee r 


:(b) Enter the. code and serial number for the: farm from which 

the quota is. transferred, or the name of: the county and 

State,.if the. quota is: transferred from a transfer book, 
opposite "Add-Pransfer": or. "Add: Trans." 


The following is an illustration of the: entries to ae made on 
the marketing card to record transfers. to tho. farm:. 


ae Seri alll .0t ee ae Lae 
~ Pounds» ‘ Memo. of:Sale : Code and Serial No. 
el : ‘and Date. Signature 


’ 
‘ re hi ” 
ee i ‘i ‘ 
‘ t . ‘ 
‘ t 5 { Zo ): : ‘ 3 
3 £. : - = 
‘ 2 : sf 2 : ’ a is 4 
© : ‘ 


Unused ; ‘ re aie eng oi 
quota,’ ---: Um Onense 


M. Auction warehouse report 


Every warchouseman shall prepare a monthly report on Form 38-— j 
Tobacco 62, "Auction Warchouse Report", This report shall be sworn to 
by the warehousoman, and filed with the Comptroller, A.A.A., Washington, 
D. G., on or before the tenth day of the month Bike following 4 
the month for which the report is mado. - 


The warchouseman shall report the total of the producers! 
sales made during the month on which memoranda of sale have been 
issued. The producers! sales within quota will be separated from 
those subject to penalty. He shall also report the total of the 
producers! sales held in suspension at the end of the month; i.e., 
the total of the sales proviously suspended which have not been 
cleared on or before the last day of the month for which the report 


rE ay 8 poe 


3°: 


is made. All sales made on the warehouse floor by dealers; jnqiui oe 
the warehouse leaf account, shall be reported as dealers! resales. 
All purchases made on the warehouse floor by dealers, including the 
warehouse leaf account, shall be reported as dealers! purchases. 


The field assistant in charge of each market will furnish 
each warehouseman with a supply of these forms when the markets open, 
end explain the use of them. Field assistants, insofar as possible, 
will determine whether or not such reports are being made, and will 
immediately advise the field officer of cases they learn about where 
such reports are not being made by warehousemen. 


N. Dealer's report of purchases and sales 


Every dealer purchasing Burley tobacco shall prepare a monthly 
report on Form 38-Tobacco 63, "Dealer's Report of Purchases and Sales". 
This report shall be sworn to by the dealer, and filed with the Comp- 
troller, A.A.A., Washington, D. C., on or before the tenth day of the 
month immediately following the month for which the report is made. 


The dealer shall report, by warehouses, the total purchases 
and sales made at auction warehouses. He shall report the purchases 
made from producers other than at an auction warehouse, showing the 
total number of memoranda of nonwarehouse sale covering his purchases, 
the purchases within quota, the purchases subject to penalty, and the 
amount of the penalty. He shall also report the purchases made from 
dealers, and sales made to dealers, other than at an auction warehouse, 
showing the name, address, and registration number of each dealer and 
the pounds and gross price of tobacco purchased from and sold to 
such dealer. 


Field assistants should keep an ample supply of this report 
form on hand, and should furnish all dealers with a sufficient number 
to meet their needs, Every Burley tobacco dealer (which includes 
every person or firm buying Burley tobacco, either from producers or 
from other dealers) should file a report for each month, even if the 
only entries will be "none", 


bg no 
Tires pera 
William Collins, 


Chief, Tobacco Section, 
Agricultural Adjustment Administration. 
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UNITED STATES DEPARTMENT OF AGRICULTURE wf 
AGRICULTURAL ADJUSTMENT ADMINISTRATION Go 
Tobacco Section 


December 2, 1938 


A : =, cod hes ; 
‘MEMORANDUM 70 TAREHOUSEMEN AND DEALERS ee ete) RS 
i 


fee aera, SED SALES, OF BURLEY DORAOOG.» A agaitu Crug’, ecowoniee \ 
AND FIRE-CURED AND DARK ATR-CURED TOBACCO peed tT abl 
aa a TE SE Ie ee Te ans ~~ eee » If 

em, wor, 


Se Near er Abe 
—— 


ee ere 


Attached are copies of the regulations pertaining to 
Burley tobacco or fire-cured and dark air-cured tobacco marketing 
quotas for the 1938-39 marketing year. 


The Agricultural Adjustment Act of 1938 provides that the 

marketing of any tobacco in excess of the farm marketing quota 

for the farm on which the tobacco was produced, except the marketing 
of any such tobacco for nicotine or other by-product uses, shall be 
subject to a penalty. The Act further provides that such penalty 
. Shall be paid by the person acquiring such tobacco from the producer, 
but that an amount equivalent to the penalty may be deducted by the 
buyer from the price paid the producer, in case such tobacco ig mar- 
keted by sale; or if the tobacco ig marketed by the producer through 
_ & warehouseman or other agent, such penalty shall be paid by such 
warehouseman or other agent, who may deduct an amount equivalent to 
the penalty from the price paid the producer, 


Marketing cards are issued for each farm as évidence of the 

. Marketing quota for the farm. The nane of the producer on the sales 
bill shall be the same as the name on the marketing card for the 
farm on which the tobacco was produced. If a marketing card for a 
farm other than the farm on which the tobacco was produced is used 
in order to avoid payment of penalty, such marketing card shall be 
invalid and, the sale shall be subject to penalty. 


Warehousenen 


The warehouse sales bills for all sales (producers! sales 
and dealers! sales) should pass through the hands of a field assistant 
on the day of such sale, The field assistant shall prepare a memo- 
randum of warehouse sale for all producers! sales, except those that 
are marked suspended, and a memorandum of resale for all dealers! 
Warehouse sales (including warehouse leaf account ) 


When the warehouse sales bill for a producer's sale is marked 
suspended, the name of the producer and the pounds and gross price 
of the tobacco shall be listed on Form 38-Tobacco 51, After the 
field assistant has prepared the listing, the warehouseman shall 
sign the certification on the form, which states that the sale has 
been suspended at the request of the producer, and that if any amount 
has been paid or advanced by the warechouseman to the producer on 
account of such sale, such amount does not exceed 25 percent of the 
sale price, 


The warehouseman shall receive the original of the memorandum 
of warehouse sale and the memorandum of resale and a copy of Form 
38-Tobacco 61, "Daily Report of Producers! Sales Suspended". He 
shall also receive the original and a carbon copy of Form 38-Tobacco 
58, "Daily Auction Warehouse Report". This report, while it may.-be 
prepared by the field assistant, is the warehouseman's report, -and 
is to be verified by him before he signs the certification. The 
producers! sales and dealers! resales, as reported on. Form 33-Tobacco 
58, together with the suspended sales, as listed on Form 38-Tobacco 61, 
are. a complete report of the day's sales at the warehouse. 


Form 38-Tobacco 58, "Daily Auction Warehouse Report", together 
with the warehouseman's remittance of ponalty for sales. covered by 
the report, payable to the Treasurer of the United States, shall be 
forwarded to the Comptroller, Agricultural Adjustment Administration, 
Washington, D. C., not later than the end of the calendar week next 
following the week in which occurred the day for which the report 
was made. phony, ws 


Form 38-Tobacco 62; "Auction Warehouse Report" shall be pre- 
pared each month by the warehouseman. Producers! sales are to be 
reported in three groups: (1) within quota, (2) subject to penalty, 
and (3) held in*suspension at the end of the month. ‘The first tro 
items are exactly as reported on the "Daily Auction Yarehouse Revort" 
(Form 38-Tobacco 58), and can be obtained either by toteling the 
figures on Forms 38-Tobacco 58 for the days during the month on which 
there were sales, or by totaling the memoranda of warehouse sales. 
The third item, "Producers! salés held in suspension at the end of 
the nonth", will be the total of the sales which had been previously 

- suspended and which had not been cleared prior to the end of the month, 


Dealer's! resales shall be reported by showing the total pounds 
and gross price of the tobacco sold in the warehouse by each dealer. 
One line shall be used for each dealer, and the entries shall show 
his Internal Revenue registration number, his name, total pounds sold 

uring the month, and the total gross price, Dealers! purchases shall 
be shown in a similar manner, One line shall be used for each dealer 


#y 


pre Naren 


purchasing tobacco at the warehouse during the month, and the entries 
shal2 show his Internal Revenue registration number, his name, and 
the total pounds and total gross price of the tobacco purchased by 
him during the month. Purchases and sales by a warehouseman for his 
leaf account shall be included in this report, and listed as leaf 
account. If there is insufficient space for dealers! resales or 
dealers! purchases, use such additional copies of the form as may be 
required, 


This report (Form 38-Tobacco 62) is to be made monthly and is 
to be filed with the Comptrolier, Agricultural Adjustment Administra- 
tion, Washington, D. C., not later than 10 days after the end of the 
calendar month for which the report is made, This report shall be 
Signed and sworn to by the warenouseman in the manner provided for 
on the form, 


Dealers 


Every nonwarehouse sale of tobacco made by a producer to a 
dealer shall be reported, by the dealer purchasing such tobacco, to 
a field assistant of the Tobacco Section of the Agricultural Adjust-— 
ment Administration on the day such sale was made, and a memorandum 
of nonwarehouseman sale obtained prior to making settlement with the 
producer. Field assistants who issue memoranda of nonwarehouse sale 
to cover purchases made by dealers from producers shall prepare Form 
38-Tobacco 59, "Dealerts Daily Report", covering such nonwarehouse 
sales, If a dealer purchases at more than one point and receives 
more than one Form 38-Tobacco 59 for the same day, such dealer shall 
summarize all such reports by Showing the totals for each such report 
on separate lines of a summary copy of the form. This summary report, 
when properly signed by the dealer, together with the original copy 
of each individual Form 38~Tobacco o9 summarized by such report, will 
constitute the dealer's daily report for said day. This report, to- 


gether with the dealer's remittance of penalty, payable to the Treasurer 


of the United States, shall te forwarded to the Comptroller, Agricul- 
tural Adjustment Administration, Washington, D. C., on or before the 
end of the calendar week next following the week in which occurred 
the day for which the report was made, 


Form 38—-Tobacco 63, "Dealer's Report of Purchases and Sales", 
shall be filed with the Comptroller, Agricultural Adjustment Admin-— 
istration, Washington, D. C., not later than the 10th of each month, 
and shall cover purchases and sales made by the dealer during the 
previous month. This report is required of all dealers, including 
manufacturers,who purchase or otherwise acquire tobacco, The total 
purchases made during the month at an auction warehouse shall be 


t 
Bs 
| 


reported on a single line by entsring the name of the warehouse, 

the market, and the total pounds and total gross price of such pur- 
chases, The sales made by the dealer at the auction warehouse shall ai 
be entered on the same line and shall be a total of all sales made i 
by the dealer at that auction warehouse during the month. 


Purchases made from producers other than at an auction ware- 
house shall be reported in two items: (1) purchases within quota, 
showing total pounds and total gross price, and (2) purchases subject 
to penalty, showing total pounds, total gross price, and. total penalty 
on such purchases. This information may be obtained either from the 
dealer's daily reports which have been made during the month, or frou 
the memoranda of nonwarehouse sale which were issued by the field 
assistant and delivered to the dealer. The total number of memoranda 
of sale issued to the dealer during the month shall be reported in the 
Space provided therefor. 


Purchases of tobacco made from other dealers shall be reported 
in the sapce provided therofor by entering the Internal Revenue regis- 
tration number, the name and address of the dealer, and the total pounds 
and gross price of the tobacco purchase@ from such dealer during the 
month. Sales made to dealers other than at an auction warehouse shall 
be reported in the same manner. 


If the space-on the form is insufficient for either the purchases 
and. sales at an auction warehouse or the purchases made from dealers 
and sales made to dealers otner than at an auction warehouse, additional 
copies of the form may be used as required. 


This report shall be sworn to and signed by the dealer in the 
manner indicated on the forn. 


Warehousemen and Dealers 
the warehousenan's monthly reports and the dealer's nonthly 
reports are interlocking, and any discrepancies will require an ex-— 
planation. The field officers and field assistants will give you 
information and assistance in keeping records and making reports. 
Any error in a report should be reported in writing as soon as dis- 


covered. 
[pT gb 6 cep 
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William Collins, 
Cnief, Tobacco Section 
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MEMORANDUM FOR FIELD OFFICE 


Re: Writing "Corrected" Me rande-ofSate—ant Use ~ 
of Form T. §.-8 (Burley and Dark Tobacco) 


State and county committees have been rechecking individual 
farm quotas, and, as a result, have in some instances, issued addi- 
tional quota for farms. In some of these cases tobacco may have been 
sold subject to penalty, prior to issuance by county committees of 
such additional quota, and memoranda of sale written therefor and 
copies forwarded to the Comptroller with Daily Reports. Under these 
circumstances, if a producer requests the issuance of a corrected 
memorandum of sale, Field Assistants shall follow the procedure out-— 
lined herein. 


1. <A corrected memorandum of sale may be issued upon presenta- 
tion of a valid marketing card showing the additional quota 
for the farm. The memorandum of sale previously issued shall 
be voided and the corrected memorandum issued in accordance 
with the pounds of unused quota shown on the new market ing 
card, provided that the penalty as shown on the original mem- 
orandum has not been remitted to the Secretary by the warehouse- 
man or dealer. In order that this may not have the effect of 
delaying penalty remittances to the Secretary by warehousemen 
or dealers, a corrected memorandum covering this type case will 
not be issued later than January 14 to replace a memorandum 
dated prior to January 1, 1939; and, a corrected memorandum 
will not be issued to replace a memorandum dated after January 
1, unless the producer requests same and presents his new 
marketing card with unused quota by the end of the week next 
following the week in which the original menorandun was written. 
In cases where this time limit has elapsed before a correction 
of this nature is requested, the producer should be advised 
that he may file clain for a refund. These claims wiil be 
handled through the county offices and the procedure and 
forms will be available there in the near future, 


2. For each corrected memorandum of sale issued as heretofore 
outlined, notice shall be immediately sent to the Comptroller, 
Agricultural Adjustment Administration, on Forn T. §.-8. Such 
notice shall be signed by the Field Assistant who issued the 
corrected memorandun and approved by the Field Assistant in 
charge of the market. The white copy of the original memorandun 


shall be voided and, if surrendered by warehousenan or dealer 
shall be attached to the T. S.-8 and forwarded to the Conptroller, 
together with the second copy of the "corrected" memorandun. 


Each "corrected" menorandum should bear the notation "corrected 
neno. to-replace No... - " and.should show the sane "date 
of sale" as the original menorandun. 


Care should be taken in preparing Forn T. §.-8 to insure that 


all entries have been nade thereon. The Field Assistant in 
charge of the market should keep a duplicate copy of each Forn 
1b Sr hee 


pe INE pce 


Corrected memoranda of this type shall not be included in or 
attached to Daily Auction Warehouse Reports or Denlers!' Daily 
Reports, but should. be attached to the corresponding Tf. s.-8. 
The Comptroller's office will make the necessary changes in 


applicable. reports and records. 


Willian Collins, 
Chief, Tobacco Sectics: Aa. sae 
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| UNITED STATES DEPARTMENT OF AGRICULTURE | 
A aS AGRICULTURAL ADJUSTMENT ADMINISTRATION FEB2 1989 
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Washington, D. C. 


MEMORANDUM FOR FIELD OFFICERS, FIELD ASSISTANTS AND WAREHOUSEMEN 
Burley and Dark Tobacco 


Re: Clearing of Suspended Sales 


Memoranda of sale will be issued with respect to all suspended 
sales not later than two weeks after the official closing date of 
the market on which the tobacco was sold. In other words, memoranda 
of sale will be written covering all sales held in suspension at the 
end of the two-week period, Producers with sales of tobacco held in 
suspension and producers who request that future sales be held in 
suspension should be so advised. 

As soon as any warehouse completes the last sale of the season, 
field assistants at the market shall prepare a listing on Form 38~ 
Tobacco 61 of all sales remaining in suspension, Thereafter, when a 
memorandum of sale is issued, the date and serial number. of the memo- 
randum shall be entered in the spaces provided on Form 38-Tobacco 61 
opposite the sale which has been cleared. On the last day of the two- 
week period memoranda of sale shall be written with respect to each 


suspended sale remaining on the listing. 


William Collins, 
Chief, Tobacco Section, 
Agricultural Adjustment Administration. 
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